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Purpose of the Project:

'0

The purpose of this study was to identify explicit and implied
policies and regulations of the Rowan County Board of Education, to
develop a policy manual for the school system, and to recommend policy
revision procedures.
Objectives:
Data were surveyed, collected, and analyzed in order:
1.

to identify and code explicit and implied policies of the

Rowan County Board of Education.
2.

to identify and code district-wide regulations.

3.

to provide for a logical separation of policy and ~egulation.

4.

to present pol icy and regulations clearly, briefry, and

adequately in an organized format.
·5.

to prepare procedures for policy and regulation revision.

/

Method of Procedure:
A survey and analysis of policy samples and manuals from districts throughout Kentucky and from other states were made to study
writing style;- format, mechanics, and content.

Then·, it was determined

that the researcher participate in ·the KSBA pol icy seminar and NSBA
i-..

pol icy management workshop as an inservice training in pol icy develop-·
ment.

A review of minutes of the Rowan County Board of Education for
the past ten years resulted in the identification of areas where policies
and regulations were needed.

A codification system was selected and

initial drafts of policy and regulation were prepared.

These drafts

were coded, prepared in looseleaf manuals, and submitted to the board
for approval and distribution.
Finally, a policy development process was initiated with procedures for perpetual revision and updating.
Findings and Interpretations:
To be usable, written policies must be organized in a system
that is both logical and encourages easy use.

The EPS/NSBA alphabetical

• classification system was selected for policy development and organization of Rowan County policies and regulations.

According to the EPS/NSBA

System, the· coding and filing of policy are contained in thirteen sections or files.
(2) File B:

They are:

School District Organization,

School Board Operations, (3) File C:

Administration, (4) Fi le D:
Management, (6) Fi le F:
Personnel., (9) File I:
(11) File K:

General School

Fiscal Management, (5) Fi le E:

Business

Faci 1 ity Expansion Program, (7) Fi le G:
Instructional Program, (10) File J:

General Public Relations, and (13) File M:

other Education Agencies.
Fi le L:

(1) File A:

Numbers (8) File H:

Students,

Relations with

Negotiations and (12)

lnterorganizational Rel_ations were not used in this study.
This system was adapted to fit specific needs of the Rowan County

· School System.

Thus, only those files applicable to the local situation

were developed into policy.

Policies were written for the descriptors

in eleven of the thirteen files of the EPS/NSBA codifier.

Files Hand L

were omitted .
Recommendations:
As a result of this study, the researcher made several general
recommendat i ons in regard to the development and revision of written
policy and regulation.

In addition, specific recommendations we r e made

for the format, sty le, and mechan ic s of policy and r eg ulati ons and for
the development and format of a policy manua l .

These recommendat ions

we re based on a policy development sys t em that a llows perpetual revision
and updating.

Accepted by:

APPLIED PROJECT

Karen Johnson Slone, M.B.E. in Business Education

Graduate School
Morehead State University
1981

, THE DEVELOPMENT OF A MODEL SCHOOL POLICY MANUAL
FOR THE MOREHEAD, KENTUCKY
ROWAN COUNTY SCHOOL SYSTEM

APPLIED PROJECT

An Applied Project Submitted in Partial Fulfillment of
the Requirements for the Degree of Education
Specialist at Morehead State University

by
Karen Johnson Slone
Committee Chairman:

·Qr. George Montgomery

Professor of Business Education
Morehead, Kentucky
1981

Accepted by the g r aduate facu lty of the Schoo l of Education
Morehead State University , i n partial fulfillment of
the r equirement s for the Education Spec iali st
Degree in Curriculum and Ins truction

~, ~~
rec

tordAiiedPTec t

Applied Project Comm ittee:

TABLE OF CONTENTS
Page

LI ST OF EXHIBITS. . . . . . . . . . . . . . . . . . . . .

iv

Chapter

I.

THE PROBLEM . . .
INTRODUCTION.

I I.

111.

IV.

STATEMENT AND PURPOSE

2

SIGNIFICANCE OF THE STUDY

2

DEFINITION OF TERMS

2

DELIMITATIONS . .

3

OBJECTIVES OF THE STUDY

4

REVIEW OF RELATED LITERATURE

5

POLICY AND ADMINISTRATION IN AMERICAN EDUCATION

6

DISTINGUISHING BETWEEN POI.ICY AND REGULATION.

8

THE NEED FOR WRITTEN POLICY

10

POLICY DRAFTING . . .

12

POLIC~ MANUAL FORMAT.

15

POLICY REVISION AND UPDATING.

16
18

PROCEDURE. .
FINDINGS AND INTERPRETATIONS

..

'

22

FILE A:

SCHOOL DISTRICT ORGANIZATION

24

FILE B:

SCHOOL BOARD OPERATIONS . . .

25

ii

V.

FI LE C:

GENERAL: SCHOOL ADMINISTRATION.

41

FI LE D:

FISCAL MANAGEMENT. .

46

FILE E:

BUSINESS MANAGEMENT.

66

FILE F:

FACILITY EXPANSION PROGRAM

73

FILE G:

PERSONNEL. . . .

74

FILE I:

INSTRUCTIONAL PROGRAM.

93

FI LE J:

STUDENTS .

FILE K:

GENERAL PUBLIC RELATIONS

114

FILE M:

RELATIONS WITH OTHER EDUCATION AGENCIES.

119

. . . •

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS.

105

121

SUMMARY . .

121

CONCLUSIONS

122

RECOMMENDATIONS

123

BIBLIOGRAPHY

129

APPENDIX . .

132

iii

LIST OF EXHIBITS
Page·
Exhibit
1.

Procurement Regulations of the Rowan County
School District. • .

48

2.

Required Notice to Bidders.

55

3.

Procedures for Making Purchases

56

4.

Rowan County Board of Education 1980-1981 Pay Schedule.

59

5.

Rowan County Travel Regulations

61

6.

Rowan County Travel Vo.ucher Reimbursement Form.

65

7.

Field Trip Request Form . .

71

8.

1980-1981 Rowan County Salary Schedule.

77

9.

1980-1981 Rowan County Extra Service Salary Schedule.

78

JO.

Application for Personal Leave.

81

11.

Application for Emergency Leave

83

12.

Explanation of Sick Leave

85

13.

Application for Professional Leave.

90

14.

1980-1981 Rowan County School Calendar.

94

15.

Options for Inclement Weather

95

16.

Regulations for Correspondence Courses.

101

17.

Regulations for Implementing the Policy on Pledge
of Allegiance. • . • .
• •••..•.••

103

R_egulations for Community Use of School Facilities.

118

18.

iv

Chapter I
THE PROBLEM
Introduction
The American public holds school boards accountable for the
quality of education and the efficiency of school operations.

Written

policies are the chief means by which an accountable school board governs
the schools.

Regulations are one of the methods by which the board's

executive agent, the superintendent, carries out these policies.
The effective development of policies requires a clear agreement
between the governing board and the superintendent as to proper roles
and relationships.

To be effective, polfcies must be the written expres-

sion of the board.

Policies cannot be "1 ifted" from any outside source

and be adequate for a particular school district.
Thus, written policies must be clear in meaning as well as accurately reflecting tlie board's intent.
sound and current.

In addition, they should be legally

Policy drafts are also'enhanced when written in the

proper language and supplemented by regulations and exhibits necessary
for implementation.

When effectively written·and communicated, policies

are the essential mechanisms of a soundly organized and efficiently
operated school system.
Therefore, a school board needs to develop a system for drafting
and disseminating policies to the public and school district employees.
For this reason, the researcher has chosen to survey, to collect, and to
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analyze data in order to develop written policy and recommend revision
procedures.
Statement and Purpose
The purpose of this study was to identify explicit and implied
policies and regulations of the Rowan County Board of Education, to
develop a policy manual for the school system, and to recommend revision
procedures.
Significance of the Study
This study was undertaken in order to draft written school policy
and to develop an official pol icy manual for the Rowan· County Board of
Education.

Written policies are necessary to establish direction, to

control, and to assign authority.

Written policies give credence to

board actions and aid in a smoother transition when changes occur.
Definition of Terms
The following terms were defined as they pertain to this study:
Codification system indicates a comprehensive numerical or alphabetical classification for categorizing policies in an organized format.
Descriptor is the technical term for the name or title of a
po 1 icy.
EPS refers to the Educational Policies Service of the National
School Boards Association.
Exhibits,are·policy-related materials that supplement board
pol icy and are included for informational purposes.

These mater'ials

include organization charts, schedules, applications, and calendars.

3

Explicit policies are those policies in writing that have been
officially adopted by the board of education.
A file is a major division or a topic section of a policy manual.
Ghost writer designates the person who drafts pol icy.

The

"author" of school board pol icy is the board of education.
·lmpl ied policies refer to actions by the board that imply a
policy position but have not been developed into formal written policy.
KRS refers to Kentucky Revised Statute of the School Laws of
Kentucky.
NSBA i.s the National School Boards Association.
Regulation refers to detailed directions or procedures for implementing a policy.
to be done.

lt specifies how, by whom, where, and when things are

(a) Administrative regulations are those regulations issued

under the authority of the county superintendent; and (b) Board regulations are those regulations requiring the board's official approval in
order to be legal and enforceable.
School board policies are written guidelines adopted by a board
of education to chart a course of action.

These guidelin~s provide a

standard or a principle by which to make judgements or develop policies
or courses of a~tion.
Del imitations
This study was delimited to the Rowan County School System.
was delimited further by the author's position as a ghost writer.
board of education had complete control over content.
is responsible only for written· presentation of pol icy.

lt
The

The ghost writer
Therefore, the
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ghost writer must speak in the voice of the board and must present the
board's position on each topic.
Objectives of the Study
The specific objectives of this study were:
1.

To identify and code explicit and implied policies of the

Rowan County Board of Education.
2.

To identify and code all district-wide regulations.

3,

To provide for a logical separation of policies and regula-

4.

To present policy and regulations clearly, briefly, ~nd

tions.

adequately in an organized format.
5.

To prepare procedures for policy and regulation revision.

Chapter 11
REVIEW OF RELATED LITERATURE
The American public holds local school boards accountable for
the quality of education and the efficiency of school operations.

Between

80 and 90 percent of a school board's responsibility is predetermined by
state law, federal guidelines, negotiated agreements, and budget I imitations (NSBA, 1972).

Under these circumstances, it seems a bit unfair to

hold local boards accountable.

However, accountability has been thrust

upon school boards and they· must accept it.
As demands and issues in education increase, time to assess and
meet those needs decreases.

According to Sandel I (1977:48), "For board

members, though, the predicament is especially acute, owing to tHe fact
they are directly accountable to the public for the overall condition of
education within the school district they serve."
Today, written policies are the chief means by which the board
of education governs the schools, while regulations are the chief means
by which the board's executive agent--tre superintendent--i~plements
policies.

State Laws and federal regulations confuse the distinction

between the two.

In many instances, there is a fine line between policy

and regulation.
In addition, the question of who is.responsible for the development of regulations to implement educational policy is at the c~nter of
the role controyersy between school boards and superintendents.

5

As
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Fletcher points out (1980:2), "The power struggle over who controls education has created a disillusioned public, a frustrated group of citizens
called school board members, and job-hopping educators called superintendents."
In order to understand the controversy over who controls education, it is necessary to review policy and administration in American
history.
Policy and'Administration in American History
Differences in administration and policy were not evident in
early American education.

Duripg the colonial era, families were

responsible for tea!=hing· children to work, live, and worship together.
Education was a combination of the church and family unit.
schools developed, they were supported by fami.1 ies.

As the first

Later, as tuition

and taxes were required for the development of schools in a settlement,
families were active in the selection of teachers, the curriculum, and
the.activities of the school.
Finally, the parents of the community select~d trustees or
committees to supervise daily school operations.

The early lBOO's were

characterized by small school districts with one-room schools and community control.

Trustees assumed administrative and policy-making.

responsibilities.
As urbanization took place, trustees found it impossible to
spend the time necessary for supervision of the schools.

City school

committ'ees were frequently tied to local politics and corruption a'nd
favoritism crossed the barriers into the school system.

As a result,

the role of a paid supervisor emerged into an undefined role of
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superintendent.

This superintendent was selected by the school trustees

and sometimes was an elected official.
From 1890 through the 1900 1 s, the structure of education·
reorganized in an effort to remove politics from school boards by
creating a centralized school board with the professional supervision of
a superintendent (Fletcher, 1980).

As superintendents became full-time

professionals, it became an accepted philosophy that school boards
develop school policies and leave admin•istration of the schools to the
superintendent.

State laws began to separate the two roles by defining

the powers and duties of each.

Then, in the 1900's, higher education

established teacher and administrative programs and degrees.
From the development of the organizational structure of American
education, one can readily see why the battle over policy and administration is a war over who controls education.
.has been a p,imary input for tax dollars.

Historically, education

At the same time, it is one

of the most complained about and controversial responsibilities of
government (Fletcher, 1980).

Difficult decisions made by superinten-

dents and school boards often meet with disapproval of other offices
and agencies.

Moreover, the superintendent and board have had to assume

educational responsibilities that the home, community, and others have
refused to assume.

According to Nelson (1980:B)·, pol icy problems are

"public in nature and embedded in uncertainty."
-Thus the effective development of policy hinges on a clear
agreement between the board of educati'on and the superintendent as to
proper roles and relationships.

8

Distinguishing Between P61 lcy·and Regulation
Kentucky public schools are operated by two administrative organizations.

The state school aqministrative organization is made up of the

State Board of Education and the Superintendent of Public ·Instruction
which compose the Department of Education.

The other school administra-

tive organization is the district board of education.
Kentucky law provides that each district be under the. management
and control of a school board.

These boards and their administrators

get the'ir authority from the state legislature.

State laws divide con-

trol of the school system between· the state and local administrative
organizations.

School boards are allocated authority in KRS 160.290

(1979:232), but it is confined to their own local school district:

As

long as the board acts within its authority and complies with laws and
regulations of the State Board of Education, it cannot be overruled
(Kentucky Department of Education, 1960).
One of the most important functions of a school board is the
development of educational policy.
education in a district.

Board decisions set the course of

The development of official written policies

constitutes the basic method by which the board exercises leadership.
Even if written policies are technically sound, they are worthless if
they cannot be implemented.
The legal responsibility for policymaking belongs to the board.
Boar~ pol icy is binding on the board unti 1 it is amended or rep~aled,
and it is binding ~n employees and pa[ties dealing with the board.
According to Hobbs (1976:22), however, "policy does not dictate implementation--it only sets. criteria."

Thus, Kentucky law provides that
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the superintendent is the chief executive officer and is responsible for
the execution of policies and the administration of the schools (Robbins
Associates, Inc., 1980).
For this reason, boards of education should recognize the
relationship with their superintendent as an important ingredient in the
proper functioning of the school system.

A clear understanding concern-

ing policy formulation and· execution is one of the most important aspects
of effective policy statements.

School board policy should establish

purpose and prescribe, in general terms, the organization and programs
of the school system.
Board regulations are required in certain critical areas to be
l_egal and enforceable.

Board r_egulations may be formulated for the

following (NSBA, 1980:10):
1.

Student admissions; denial of admission; special placement; suspension and expulsion and conduct leading to
these actions; transportation privileges

2.

Staff evaluation, leaves and absences, benefits, placement on schedule, termination of employment
,, rl

3.

Procedures for any type of hearings; for resolving complaints and grievances

4.

Use of public school facilities by community groups;
almost any regulation that relates to dealings with
other pub 1 i_c boards

Distinguishi_ng policy from regulation is sometimes a difficult
task.

Clues to policy status are (NSBA, 1980:6):
'

(1) listing goals,

purpose, and aspirations; (2) being concerned with how the board
operates;· (3) assigning responsibility to the superintendent; (4) establishing the board's position on a particular topic; (5) setting forth
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a function re~erved to the board; and (6) recognizing that only the board
has the authority to make the statement.
On the other.hand, a statement is of regulation status if it:
(1) sets forth mechanics for implementing goals; (2) 1 ists specific "do's"

and "don'ts"; (3) lists required procedures; and (4) contains ·a great
dea 1 of deta i 1.
KRS 160.340 (1979:237) requires that boards of education develop
regulations and bylaws for their meetings; ·the governance, regulation,
and management of the public schools; the qualifications and employment
of teachers; and for the conduct of pupils un9er their jurisdiction.

In

Kentucky, written policy is mandated in 16 areas (Robbins Associates,
Inc. , 1980) .
The Need for Written Policy
As early as 1960, the General Assembly of Kentucky· re~ognized
the necessity for school boards to have the authority to adapt school
laws. to the needs of varying conditions which exist in Commonwealth
Districts.

Wendell Butler, a former Superintendent of Public Instruction,

recommended that all policies and regulations be copied from board meeting minutes and placed in a "boul)d volume."

According to Butler

(Kentucky Department of Education, 1960), this made it possible to have
available an up-to-dat'e record of board action.
Since that time, the development of an official board policy
manual has been mandated _by law.

Written and continuously updated

poli~ies are imperative for an organized and efficiently operated school
system.

They show that the board is running a businesslike operation
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and give credence to board actions.

Written policy sets forth the board's

intent, goals, and aspirations and makes whimsical administration difficult.

In addition to clarifying board-superintendent functions, it

fosters stability and continuity and contributes to efficiency.

Written

policies give the public a means to evaluate board performance and help
disarm critics.

To be usable, written policy must be organized in a

system that is logical and that facilitates use.
Hence, policy manuals are justified for a variety of reasons.
They keep policies and regulations in one place where they are accessible
to the board and staff.

They allow parents and other community members

easy access to policies and regulations.

New staff members and board

members can study the manual for orientation to the district.
With the state mandate, school boards were faced with the dilemma
of identifying explicit and implied policies and regulations from board
minutes and past board actions, drafting official statements, coding and
classifying the material into manual format, and distributing the manual.
Policies need to be widely publicized so that no one can plead ignorance
(Nolte, 1979).

}:

Widespread distribution is:!•necessary if policies are to function

g

as guides to action.
lose control over it.

The board jns the official manual_ and should not
All copiJ should be circulated on an "on-loan"•

basis, even to board members.

Anyone interested in, or concerned about,.

the policies of the school distri'ct should have access to them--parents,
teachers, students, critics, public officials, and media.
should be circulated to anyone to whom they might pertain.

Policies
Loose-leaf

copies of the most frequently used policies and regulations should be
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available in each principal's office, as well as in the central office.
Copies of the complete manual should remain in the possession of school
officials (NSBA, 1972).
School officials who should receive a copy of the manual are the
superintendent, members of the administrative staff, and each building
principal.

Copies should be placed in the school library for reference

by teachers and students and in the public library.

Copies should also

be made.available to employee organizations and to the local media.
There is no prescribed best method of deve-loping written policy.
Each board of education will do the best job when it follows procedures
that fit the local situation.

However, there are many general considera-

tions for drafting official po.I icy statements.

A review of I iterature

resulted in the following suggestions.
Pol icy Drafting
Effective policies have several characteristics.
legally sound and are keyed to loca] qistrict needs.

They are

They are access-

ible, easy to locate, easy to use, and easy to understand.

They are

comprehensive and are the product of cooperative local effort and involvement.

Policies should be distinguishable from regulations and should

reflect sound research and educational thinking.
subject to re-evaluation and revision at any time.

Finally, policies are
Policy drafts should

be clear in meaning and accurately reflect the board·'s intent.

Pol icy

drafts are enhanced when written in the proper language and when supplemented by regulations and·exhibits necessary for implementation.
For these reasons, the board should not do the actual writing
and it should not appoint committees to draft policy.

Committees cannot
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write as we 11 as a "good" writer.

The most effective policies result

when the board identifies a staff member who writes well to serve as ghost
writer.

The most .logical editor of policy proposals is the board of edu-

cation.
School board policy should be designed to tell the administration
what the board wants, expects, and what it will approve ("How to Make
Your Policies do What you \'Jant Them to Do," 1976).

If policies are to

be effective, they must reflect the will of the local school board and
be adapted to the local situation.

Policy reference manuals are helpful

in showing examples of policies that are clearly written.
po 1 icy "photocopying" is not condoned.

However,

It is un l i ke l y that the pol i ci es

in these manuals, without revision, will fit local needs.

The samples

in these manuals and ,amples collected from other sources should be kept
on· file and used only as working papers to be edited, modified, and
adapted to meet a district's particular situation (KSBA, /n.d.:._7)._
Policies cannot be taken from any outside source and be right for another
district.
Therefore, a good policy should provide a clear definition of
the duties and responsibilities of all persons involved--board members,
administration, and personnel.

Each school district has a set of

policies whether it is realized or not.

Even if they are unwritten,

policies are buried in obscure files or hidden among not~s, minutes,
contracts, correspondence, and records pertaining to decisions of the
school board.
wi 11 work.

These documents are the core with which the ghost writer

Some of the best pol icy practices may be embedded firmly in

the operation of the board without ever having been recorded in written
format.
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Thus, developing unwritten policies into written form is an
important aspect of policymaking.

The ghost writer must search through

board records and minutes for written policies, and examine actions and
decisions of the board to identify implied policies.

Once the writer is

through the identification stage, the actual work on policy drafting
begins.

Policy drafting is easier if a comprehensive codification system

is selected at this stage.
According to NSBA ( 1980: 14) , "A codification sys tern puts fences
around po 1 icy topics, and serves to prevent verb a 1 w_ander i ng."

If a

satisfactory system of filing and retrieving policies is already in use,
that system should not be abandoned.

It will be easier to work with a

system that is familiar to district personnel.

However, if the codifi-

cation sys_tem prohibits unlimited expansion, consideration should be
given to a more comprehensive system (see Chapter 4).
Once the codification system is determined, policies and regula•
tions should be separated. and coded. Then, the drafting of policy and
regulation into official board statel)l~pts begins.

Goldsmith (1976:19)

advises that "soundly based, carefully worded policy statements are an
insurance factor in an efficient and effective educat-ional program."
Policy drafting and editing can be enhanced by simple rules of
writing.

Policy statements must be expressed in positive terms.

For

example, the word "should" in a policy statement designates an "I hope"
attitude, whereas, the word "shall" is positive and demands action.
policy should be As brief as possible.

The writer should strive for

clarity; use direct, straightforward sentences; avoid the use of
acronyms and educational or legal jargon; use a consistent style for

A
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spelling and punctuation; and use a standard format.
presented logically with only one point per paragraph.

Ideas should be
The writer should

start with key points and organize them logically.
Once· pol icy has been drafted and edited, NSBA (1980) recommends
that the basic criteria for good policy be considered by asking the
following questions in regard to the content of each policy and regulation:
I.

Is it within the scope of the board's authority?
consistent with law (local, state, federal)?

Is it

2.

Does it support a school district's goals and objectives?

3.

Is it good educat i ona 1 practice (person~e I practice-business practice)?

4.

Is it reasonable, not arbitrary or capricious?

5-

Does it adequately cover the subject?·

6.

Is it I imited to one pol icy topic?

7.

Is it consistent ~ith the board's other policies?

8.

Can it be adl)linistered:

-·-

is it practical?

As indivi-dual policies are adopted, they stiould be dated and
written into the board minutes.

At the adoption of a policy, regula-

tions and exhibits needed to implement the pol.icy should be prepared.
Not only should policies and regulations be recorded in the minutes,
but they should also be recorded in a special manual for ready reference.
Policy Manual Format
Policy format will be influenced by the codification system.
the same time, a stylebook should be selected.

Policies should reflect

consistency in punctuation, capitalization, spelling, hyphenation, and
the use of numbers.

At

A standard page format should be designed for all
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policies.

The page format should establish width of margins, location

of codes, heading style, typing style, the position of adoption line, and
the position of legal references and cross references.

Adoption dates

should be recorded with each policy and regulation, and cross referencing
to related law and other policy should be noted.

This provides an accu-

rate and organized system for keeping the manual up to date.
Policy Revision and.Updating
The selection of a printing process and type of manual will be
determined by procedures for updating and revision.

School board prob-

lems, issues, laws, court decisions, and need to improve policy require
that a policy manual be open-ended.
imperative.

Therefore, continuous updating is

According to KSBA (f_n.d.:__7), "A pol icy manual must be con-

sidered a 'living book'--a book that never ends, for policy development
is a never-ending process."
As a result, bound, stitched, and stapled formats are almost out
of date as soon as they are published and distributed.

As new policies

are developed and old ones revised, it is important that a policy. manual
have the flexibility of a ring binder.
and old ones removed with ease.
updated.

Hence, new pages can be inserted

The looseleaf manual can be perpetually

In addition, updating and revising can be less expensive in

the long run.

Policies can be changed, added, or deleted without having

to reprint the entire manual.
Moreover, the process of updat i_ng can be exped i.ted.

When new

policies and regulations are developed and old ones recalled, these
changes should be forwarded immediately to manual holders and these
persons should be urged to update their copy.

Clear instructions as to
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what to do when specific p_ages are revised should accompany any changes
in policy that are sent to manual holders.
However, not everyone will be conscientious about following procedures to keep manuals updated.

Therefo_re, manuals should be recalled

at least once a year and checked to determine that substitutions have
been appropriately made.

After checking for the proper insertion of

current policies and regulations, the books should be returned to authorized manual holders.
Policy development is an ongoing process, whereas, the preparation of a policy manual is a project.
patience, and hard work.

Policy development requires time,

It requires planning and research and the

involvement of persons of different temperaments and abilities.

Accord-

ing to policy consultants, the policy project can require anywhere from
three to nine months ("How to Make Your Policies do What you Want Them
to Do," ·1976).
Once the initial project is completed, revision and updating
become a simple task.

Although the Rroject can be expensive to the

board of education (See Appendix), -depending on the needs of the district
and the status of its written policies, the process of policy development
will be inexpensive and worthwhile in the long run.

As NSBA (1972:11)

points out, "The process never ends, because there is 1 iteral ly no end
to the problems, issues, needs--and opportunities--that come before the
board that require pol icy determination."

Chapter 111
PROCEDURE
As an orientation in policy development, the researcher reviewed
policy manuals from school districts throughout the state.of Kentucky.
All these manuals were reviewed for writing style, format, mechanics,
and content.
The researcher then attended a Kentucky School Boards Association
policy seminar in Frankfort.

The seminar was presented by Robbins

Associates, Inc., of Evansville, Indiana, an independent firm specializing in consultant services to public sector management.
After consultation with the Rowan County Superintendent, a
pol icy format and printing process were selected.

The cod·ification

system endorsed by the National School Boards Association was rec·ommended
for use in the initial draft.

All board minutes for the past ten years

were reviewed by the researcher.

The 1971 policy manual (Rowan County

Board of Education, 1971) ~as the source document for policy topics.
Additional consultation with the superintendent and contacts with mem- ·
bers of the Rowan County Board of Education helped identify areas where
policies and regulations needed development.
At this stage, board policies were separated from regulations.
Several weeks were spent drafting new policies and regulations.

Initial

drafts of individual policies and regulations were coded and submitted
to the superintendent and board of education for editing.
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Color coding
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was used to distinguish between policy and regulation.
exhibits were designed and color coded.

Supplemental

The final draft was prepared

and organized into a loose-leaf manual form and submitted to the board
of education for adoption.
A sufficient nu~ber of manuals were printed for the following:
1.

One copy for each administrator

2.

One copy for each principal

3.

Ten copies for each elementary school library

4.

Twenty copies for the high school library

5.

Two copies placed in. the p~bl ic library

6.

Two copies placed in the university library

7.

Several copies for the superintendent's office for
loan to othe_r districts or for special checkout

These manuals were numbered and a distribution list was maintained.

A plan of perpetual revision was developed.

As the board

adopted changes or new policies, revisions and instructions were mailed
immediately to all manual holders.

Revision plans also involved col-

lecting manuals at the end of each academic year in order to assure that
all substitutions were properly made.

In addition, time dated forms and

regulations were revised.
The researcher attended the National School Boards Association
Policy Management Workshop in Washington, D.C., after working with these
pol icy devel_opments for a year.

The workshop emphasized writing

mechanics, la_nguage, format, and use of codification.

Participants from

many different states shared and reviewed policies and manuals.

Enroll-

ment in the workshop included subscription to the EPS/NSBA Policy
Information Clearinghou_se Search Certificates.

The Clearinghouse,
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located in Washington, D.C., is a national repository of school board
policy manuals and related information to provide policy sample and
'reference assistance on po Ii cy- re I ated topics.
The descriptive method of research was used to develop this study
of policy development.

As background, the researcher reviewed the methods

of descriptive research in various education and research texts.
The researcher obtained the following selected data:
I.

Information on completed policy manuals and drafting manuals

from professional material through the Johnson Camden Library at
Morehead State University.
2.

Information on policy topics through sample policies from

the surrounding districts of Lewis County, Harrison County, Owensboro,
Paintsville Independent, and M~ntgomery County.
3.

Information on manual format and content from reviewing

manuals from the Widefield District in Colorado Springs, Colorado;
Volusia County School District in Deland, Florida; Clarksville Community
School Dist'rict in Clarksville, Indiana; Fort Wayne Community Schools
in Fort Wayne, Indiana; Indianapolis Public Schools in Indianapolis,
Indiana; Ouchita Parish School System in Monroe, Louisiana; Maine School
Boards Association in Augusta, Maine; Quincy Public Schools in Quincy,
Massachusetts; Rochester Community Schools in Rochester, Michigan;
St. Joseph School District in St. Joseph, Missouri; Lakeland Central
School ~istrict in Shrub Oak, New York; Caldwell County Schools in
Lenoir, North Carolina; Clinton Public Schools in Clinton, Oklahoma;
Oakridge Schools in Oakridge, Tennessee; San Antonio Independent School
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District in San Antonio, Texas; Charlottesville Schools in Charlottesville,
Virgin.ia; and Preston County Schools in Kingwood, West Virginia.
4.

Information relating to writing, usage, and style from various

stylebooks as listed in the bibliography.·
5.

Professional literature on policy drafting from the KSBA and

the NSBA.
6.

Dther information from the KSBA Board Policy Seminar and the

NSBA Policy Management Workshop.
7-

Communication with Dale Leverone, the Director of the NSBA

School District Management Services Department.
8.

Legal references to the Kentucky Administrative·Register and

School Laws of Kentucky.
9- 'KSBA Reference Manual.
10.

NSBA Reference Manual.

11. · The NSBA Code Finder Index.
12.

Educational Research Services.

13.

ERIC Documents.

14.

Minutes of the Rowan County Board of Education.

Chapter IV
FINDINGS AND INTERPRETATIONS
The task of a ghost writer is to express in a clear and concise
form what the board of education desires in the form of written policies
and .procedures.

These, to be usable, must be organized in a system that

is both logical and encourages easy use.
For that reason, the selection of a comprehensive codification
system is an important consideration in the development process.

The

EPS/NSBA alphabetical classification and writing system was implemented
in this research project.

An alphabetical coding system provides greater

flexibility than a numerical coding system.

The more flexible alphabetic

codifier has 26 letters available for use as compared to only ten digits
in the numerical system.

No decimaling is required for letter codes;

therefore, codes are simple and uncomplicated.
copying and f i 1 i ng errors is reduced.

Thus, the likelihood of

In addition to these advantages,

the EPS/NSBA sys tern is· the one sys tern used .nationwide.

Severa 1 thou-

sand districts have organized their policies in accordance with EPS/
NSBA (KSBA

f_n. d.:..7).

According to the EPS System, the coding and filing of policy
documents are contained in 13 sections, or files, as follows:
A School District Organization
B School Board Operations
C General School Administration
22
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D

Fi seal Management

E Business Management
F

Faci 1 i ty Expansion Program

G

Personnel

H Negotiations
Instructional Program
J

Students

K General Pub 1 i c Relations
L

lnterorganizational Relations

M Relations with Other Education Agencies
Each section, or file, has a family of descriptors for policy
development.

The terms for the descriptors used in this system were

carefully selected.

According to the Kentucky School Boards Association

Whenever practicable, EPS/NSBA descriptors were made
to coincide with the terminology of the U. S. Office of
Education's Educational Resources Information Center (ERIC)
in order to advance the cause of a common vocabulary for
education.
Hence, codification in the Rowan County manual was developed in
this highly "structured" sequence.

However, as no school board would

have a policy need for.every descriptor, there were apparent omissions
in policy coding.

This system was adapted to fit the specific needs of

the Rowan County School System.

Therefore, only those descriptors

applicable to the local situation were developed into policy.
were written in 11 of the 13 files of the EPS/NSBA codifier.
omitted were File Hand File L.

Policies
Those
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This chapter contains the codification and the development of
policies for the Rowan County Board of-Education according to the EPS
System.

An "-R" affixed to a code indicates a particular statement is a

regulation.

An

11

-E" affixed to the code identifies an exhibit.

Exhibits

and regulations were color coded as a visual aid to distinguish official
boa rd po 1 i cy.
File A:

School "District Organization
File A of the EPS classification system provides for policy

topics relating to the general organization of the local school district.
1his section begins with two implied questions:

(1) What is the school

· district's legal status?, and (2) What is the legal status of the board
and the board's executive officer?
Since school districts in Kentucky are controlled by the state,
the answers to these questions are predetermined by the state rather than
by the school board.

Although these are not policy questions, it is

important that users of school board pol icy manual_s be informed about
the district's legal foundations.
The EPS classification system provides for 20 descriptors in
File A.

One of these was identified for policy needs in Rowan County.

Fi le AA was developed into a pol icy stateme_nt.
File AA:

School District Legal Status.

The Constitution of the

Commonwealth of Kentucky requires the General Assembly to provide an
efficient system of common schools throughout the State.

The General

Assembly has implemented this constitutional mandate through legislative
action.

The Rowan County School District is governed by the Kentucky

Revised Statutes as set forth for the schools of Kentucky, as follows:
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File B:

School Board Operations
File B provides a repository for statements about the board's

own practices and procedures.

In this section, the board develops its

own ground rules for the conduct of meetings and for the ethical behavior
of its ·members.
At the same time, policies in this section reach beyond internal
organization:

Policies in File B set forth guide] ines concerning some

of the board's closest relationships--with its superintendent, its
attorney, advisory committees, and the press.

In the area of policy

development, relationships with staff, students, and the public are outlined.

For that reason, many File B descriptors can be cross referenced

to descriptors in other sections.
The following descriptors were developed in File B of Rowan
County's policy manual:
File BA:

School Board Goals and Objectives.

The board is respon-

sible to the people and, therefore, should attempt to reflect the opinion
of the community.

However, school bo?rd members must look to the future

more clearly than is required of the average citizen.

The results of

many of the decisions and actions of the board will not be realized at
once, but will set the course of education for future years.

The board

should fearlessly support those educational philosophies and procedures
needed to promote an adequate education for this community based upon
the needs of the pupil population.
File BB:

School Board Legal Status.

The Constitution of the

Commonwealth of Kentucky places the responsibility of providing for an
efficient system of common schools throughout the state with the General
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Assembly.

The Kentucky General Assembly, through legislative action,

provides that each school district shall be under the management and
control of a board of education which shall be a body politic with perpetual succession.

The board of.education may sue and be sued; make

contracts; purchase, receive, hold, and sell property; issue its bonds
to build and construct improvements; and do all things necessary to
accomplish the purposes for which it was created.
Fi 1e BBA:

Schoo·] Board Powers and Duties.

The Rowan County

Board of Education shall concern itself primarily with broad questions
of policy rather than with administrative details.

The application of

policies is an administrative task to be performed by the superintendent
and district staff, who shall be hel~ responsible for the effective
administration and supervision of the entire school system.
The Rowan County Board of Education, functioning within the
framework of laws, court decisions, Attorney General's opinions, county
counsel's opinions, and similar mandates from the state and national
levels of government, and recognizing the authority of the State, fulfills its mission as the governing body of a political subdivision by
acting as follows in the execution of its duties:
1.

Enacts policy

2.

Adopts courses of study and provides instructional aids

3.

Employs all staff members and prescribes their duties

4.

Approves the budget, financial reports, audits, major
expenditures, payment of obligations, and policies
whereby the- administration may formulate procedures,
regulations, and other guides for the orderly accomplishment of business
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5.

Estimates and seeks to provide funds for the operation,
support, maintenance, improvement, and extension of the
school system

6.

Provides for the planning, expansion, improvement,
financing, construction, maintenance, use, and disposition of physical ·plants of the schbol system

7.

Prescribes the minimum standards needed for the efficient operation and improvement of the school system

8.

Requires the establishment and maintenance of records,
accounts, archives, management methods, and procedures
considered essential to the efficient conduct of school
business

9-

Provides for the dissemination of information relating
to the school's necessity for creating a well-informed
pub l i c

10.

Determines the salaries and salary schedules for all
employees

11.

Approves the school calendar and makes prov1s1ons for
amending it in compliance ~ith State Board regulations

File BBAA:

Duties of Board Members.

The duties and obligations

of an individual board member may be enumerated as follows:
l.

To familiarize himself/herself with the state school
-laws, regulations of the State Department of Education,
Rowan County School District policies, rules, and regulations

2.· To have a _general knowledge of educational aims and
objectives of the system
3.

To work harmoniously with other board members without
trying either to dominate the board or neglect his/her
share of the work

·4_

To vote and act impartial-Ty in board meetings for the
good of the distrfct

5.

To accept the will of the majority vote in all cases
and g iv~ who 1ehea rted sup po rt to. the resulting pol i CY
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6.

To represent the board and the Rowan County Schools to
the public in such a way as to promote both interest
and support

7-

To refer complaints to the proper school authorities
and to abstain from individual counsel and action

File BBBAB:

School Board Authority .. As a body created under

law·by the State of Kentucky, the Rowan County Board of Education has
full authority, within the limitations of federal and state laws and
interpretations of them, to carry out the will of the people of its district in matters of education.
The Rowan County Board of Education shall consider itself the
agent responsible for establ.ishing and appraising educational activities
in areas not covered by law or by the State Board of Education.
Board members have no authority over school affairs as individuals.

They have authority only when acting as a legal body in a properly

ca 11 ed session.
File BBBA:

Board Members.

Members of the board should endeavor

to a.ttend al 1 meetings, discuss items presented on the agenda, suggest
other items for consideration, and vote upon motions and resolutions presented.
Official decisions of the board can be determined at duly constituted board meetings .. Individual board members or groups of board
members do not have independent authority to speak for the board, and
should avoid making out-of-meeting commitments unless directed to do so
on behalf of the board.
It is important that board members be nonpartisan in dealing
with school matters and not subordinate the education of children and
youth to any partisan principle, group interest, or personal ambition.
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In addition to the foregoi_ng, board members should meet the
following qualificati~ns:
1.

They should have personal integrity, intel 1 igence, and
appreciate the value of a good education.

2.

They should be successful citizens willing and capable
of assuming responsibility.

3.

They should have the ability to work with others, should
have the cou·rage of their convictions, should vote -their
beliefs, and should be champions of the public schools.

4.

They should be prepared and willing to devote a sufficient amount of time to the study of the problems of
education in their own district, as well as the state
and nation at large, so as to be able to interpret
them to the electorate of this district.

5,

They must·be willing and able to make sacrifices of
their time, knowledge, and personal pleasure for the
benefit of the district.

File BC:

Organization of the Board.

The operational procedures

of the Rowan County Board of Education shall be consistent with Kentucky
Revised Statutes, Kentucky Administrative Regulations, and Kentucky
Department of Education Regulations.
The operational procedures ~nd all personnel job descriptions
are listed in the job description section of the board's policy manual.
File BCB:

Board Officers.

At the first regular meeting in

January of each year, the Rowan County School Board shall organize and
elect its officers from its own members.
elected, then the vice chairman.
of one (1) year.

First, the chairman shall be

Each officer shall serve for a period

An assistant secretary or clerk may·be appointed (by

the superintendent) to serve annually, or for such a period of time as
the board may designate.

Vacancies in these offices occurring during
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the year shall be filled by the Rowan County Board of Education at its ·
discretion.'
File BCBA:

Board Chairman.

The chairman of the school board

shall preside.at board meetings, shall perform all duties imposed by the
statutes, and shall perform such other duties as may be prescribed by
law or· by acti'On of the Rowan County Board of Education·.
The chairman, shall decide, at board meetings, questions of
order.

He shall have the same rights as other m~mbers to offer resolu-

tions, to make motions or second motion~, to discuss questions, and to
vote.
He shall appoint or provide for the election of all committees
of the board, and shal I be an official membe·r of al I such committees.
In addition, he shall call special meetings of the board.
File BCBB:

Board Vice Chairman.

The vice chairman shall have

the powers and duties of the chairman in his absence or during his disab i 1 i ty, and such other powers and duties as the board may determi.ne
from time to time.
File BCBC:

Board Secretary.

The secretary of the board shall

be present_ at all meetings of the board and shall keep.an accurate record
of its official proceedings.

He shall send written notice to each board

member of each regular and each called meeting.

When directed by the

board, he is responsible for official correspondence.

He shall serve as

cus tad i an of securities, documents, tit I e papers, books of record, 'and
other papers belonging to the board.
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When ~eachers and other personnel are employed by written contract required by the statutes, it shall be the secretary's duty to prepare the contracts for execution.
File BCBD:

Board Treasurer.

In accordance with the rules and

regulations of the Kentucky State Board of Education, the treasurer.shall
be bonded for good and faithful performance of duties in the penal sum
set by the Rowan County Board of Education.

This bond shall be under-

written by a surety company authorized to do business in the state.

The

annual premium of such bond shall be paid by the board, and it shall be
approved by the Kentucky State Board of Education.
The treasurer shall receive and deposit all funds due the district.

All funds expended by the treasurer shall be on proper order of

the board.

He shall keep all necessary records to reflect the status of

the finances of the board.

The board shall be advised through reports

and records of various account balances.

A~counts shall be reconciled

monthly against bank statements.
Fi le BCE:

Boa'rd Cammi ttees.

no standing committee.s.
for special assignments.

The board of education shal 1 have

Special committees may be created by the board
When so created, such committees shall be

appointed by the chairman or by majority of the board, and shall terminate upon completing their assignments, or they may be terminated by
vote of the board at any time.
File BCF:

Advisory Committees.

The Rowan County Board

of.

Education recommends the use of committees to study school problems and
to develop recommended courses of action.

Such committees, which will
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serve in an advisory capacity _to the board of education, are known as
citizens advisory committees.
The citizens of Rowan County have a deep interest in the education of their young people.

This interest must be encouraged by the board

and translated into progressive educational programs.

Such committees may

exert a positive force for quality education in the Rowan County School
District.

Citizen's advisory committees are to be organized at the

pleasure of the board.

A committee may be organized as a continuing

committee or set up for a specific purpose.
A continuing committee may study any problem the committee
determines necessary.and make recommendations to the board.

However,

this committee usually will study problems submitted by the board.
Committees set up for specific purposes study the subject set
forth by the board in establishing the committee.

This committee is

terminated when the specific study and report to the board are completed.
The board may act upon the recommendation of a committee, but it
is not obligated in any way by those recommendations.

Board members may

serve as members of committees and will also be available for consultation.
The superintendent shall be the liaison between the board and
the committee.

He may meet with the committee but shall have no vote

and hold no office.

The superintendent, or his designee, shall supply

data needed by the committee and serve as a resource person.

He may

appoint staff members to assist in this capacity.
Committees shall have the authority to set up subcommittees and
to establish small local community discussion groups.

The board shall
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be informed of such plans in advance.

Prior board approval shall be

secured for any major activities such as community-wide meetings, questionnaires, surveys, or dissemination of written reports.
School building facilities are available for use by a committee,
and minor expenses incurred by the committee will be paid by the board.
Arrangements for reimbursement of these expenses are to be made through
the superintendent.
File BCG:

School Attorney.

The board shall retain an attorney

for legal counsel and serVice in the affairs of the district.

He/she

serves at the pleasure of the board and is compensated at an annual
retainer fee, o~ hourly rate, as predetermined by the board.
The attorney shall attend board meetings, or other meetings where
his services may be needed.

In addition, his services are also avai 1-

able to the superintendent and to the board secretary.

Staff members who

desire legal advice on school problems should make their requests to the
superintendent. •
File BDA:

Board Meetings.

The Rowan County Board of Education

shall meet on the second Monday of every calendar month at 7:00 p.m. at
the Rowa_n County High Schoo) Library, Morehead, Kentucky, unless otherwise specified by the chairman, or. by a majority vote of the board members present at an open meeting.

If circumstances require that a

regular meeting date be changed, such information shall be made available in writing to each board member and the local news media at least
forty-eight (48) hours in advance of the meeting.

Whenever the regular

meeting fa 11 s on a 1ega 1 ho l i day, the meeting sha 11 be he 1d on the
fol lowing Monday.

File BDAA:

Board Meeting Preparation.

Before actions of the

board are requested or recommended, the board shall be provided with
adequate data and backup information to assist in reaching sound and
objective decisions consistent with established goals.
Board members 'shall be expected to read the information provided
and contact the superintendent or other appropriate staff members to
request additional information that may assist them in their decisionmaking responsibilitie~.
File BDC:

Executive Sessions.

The Rowan County Board of

Education may meet in executive session for the following purposes:
1.

To discuss the acquisition of real property when it
might affect the price of the property

2.

To discuss· litigation brought by, or against, the
district

3.

To consider information regarding appo_intment, employment, or di sm i ssa 1 of an ·emp 1oyee

4.

To consider student disciplinary cases

5.

To consider appointment of a member to fill a vacancy
on the board

6.

To take any other action where state and/or federal
statutes or regulations require, or permit, a closed
session

Whenever an executive or closed session is held, the board shall
reconvene in open session to take final action.
File BDDA:

Notification of Board Meetings.

It is the policy of

the board to announce in advance, whenever practicable, through newspapers and such other means as may be appropriate, the date, the time,
the place of all regular and special meetings, and the major topi~s to
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be discussed.

Citizens shall be encouraged by a variety of methods to

attend meetings of the board.
Notice of each regular meeting of the board with agenda will be
delivered to each member at least three (3) days p·rior to each meeting.
File BDDB:

Agenda Format.

At the hour of the meeting of the

board, or as soon thereafter as a quorum shall be present, the chairman,
or the vice chairman, shall call the meeting to order and proceed to do
business in the following manner:
1.

Call meeting to order

2.

Approve the minutes

3.

Report of the treasurer

4.

Recognize visitors

5-

Approve 'claims, bills, and transfer of funds

6.

Report of the supecintendent

7-

Handle deferred or unfinished business

8.

New and miscellaneous business

9.

Other business

10.

Adjournment or recess

File BDDD:

Board Quorum.

A quorum shall consist of at least

three (3) members.
File BDDE:

Rules of Order.

The board shall observe Robert's

Rules of Order (1975), except the chairman may discuss and have a vote
on all matters before the board, or where otherwise provided by law .
. File BDDF:

Board Voting.

In tbe election of officers of the

board, the vote shall be taken by calling the role and recording of
votes.
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File BDDG:

Board Meeting Minutes.

The secretary shall keep, or

authorize a competent clerk to keep, complete records of actions at board·
meetings.

The minutes of the board shall be 'kept in an official minute

book and shall be a complete record of such business including resolutions
and motions in full.

Papers that are not a part of a formal motion may

be omitted from the minutes if they are referenced and identified.
Copies of the minutes of a meeting shall be sent to the members
of the board before the meeting at which they are to be approved.

Cor-

rections in the minutes may be made at the meeting when they are presented for approval.

Upon ·approval, permanent minutes shall be signed

by the chairman and by the secretary.
File BDDGA:

Board Resolutions.

All resolutions shall be writ-

ten into the minutes.
File BDDH:

Public Participation in Board Meetings.

All meetings

of the board shall be open to the public and deliberations leading to
board action shall, likewise, be conducted openly.

The public is invited

to attend board meetings and will be given limited time to voice opinions
or relate problems to the board.
'

Patrons and/or employees who wish to

..

present any matter of concern to the board shall make written request to
the secr~tary at least four (4) days prior to a meeting.

In case of an

emergency, the chairman may give visitors, who are unfamiliar with this
policy, an opportunity to present matters before the board.
The board recognizes its responsibility to conduct the business
of the district in an orderly and efficient manner and will, therefore,
require reasonable controls to-regulate public presentations to the
board.

A person desiring to be heard by the board shall first be
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recognized by the chairman.

After being recognized, he shall identify

himself and proceed with his comments as briefly as the subject permits.
The chairman is responsible for the orderly·conduct of the meeting and
shall rule on such matters as the time to be allowed for public discussion, the appropriateness of the subject being presented, and the suitability of the time for such a presentation.

The board, as a whole,

shall have the final decision of determining the appropriateness of all
such rulings.
File BDDI:

Board Meeting Coverage.

The Rowan County Board of

Education believes that one of the most important responsibilities of
the board is to keep the public informed.

Consequently, local news

media representatives are welcome to attend all regular and special
meetings of the Rowan County Board of Education.

In the event that

representatives of the media are unable to attend a meeting, they shall
be provided, upon request, with a summary of important board actions.
This request should be submitted to the secretary.
File BF:

Board Policy Development.

The board of education

shall reserve the right to provide guides for the discretionary action
of those to whom it delegates authority.

These guides shall constitute

the policies governing the operation of the school system and shall be
recorded in writing.
The formulation and adoption of written policies shall constitute
the basic method by which the board exercises its leadership in the operation of the school system.

The study and evaluation of reports concern-

ing the execution of written po 1 i ci es sha 11 constitute the basic method by
which the board exercises control over the operation of the school system.
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The formal adoption of policies shall be recorded in the minutes
of the board.

Only written statements adopted and recorded shall be

regarded as official board policy.

The board may adopt policy manuals,

handbooks, directories, and other gu}des.

These actions will be recorded

in the minute book with materials being kept on file in the superintendent's office for public inspection.
The Rowan County Board of Education shall use the policy development codification and dissemination system endorsed by the NSBA.
File BFAA:

Policy Draft Writer.

The superintendent, or his

designee, shall be responsible fo~ researching the minutes of the Rowan
County Board of Education for explicit and implied policies.

The policy

draft writer will also be responsible for obtaining the group consensus
in regard to policy recommendations.

Recommendations are to be drafted

into acceptable written form and submitted to the board for further.
deliberation and/or action.
File BFC:

Policy.Adoption.

Policies introduced and recommended

to the board shall be taken under consideration for adoption at a subsequent" meeting.

Thus, time shall be given to permit further study and

provide an opportunity for other interested parties to react to the
policy statement.

However, temporary approval may be granted by the

board, in lieu of formal policy, to meet emergency conditions or special
events which will take place before formal action can be taken.
File BFCB:

Prior Policies, Rules, and Regulations.

Any policy

adopted by the Rowan County Board of Education prior to adoption of the
July 1, 1979, manual is hereby repealed.
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Official policy statements governing the operation and management of the board and the Rowan County School System are outlined in
the board'.s pol icy manual entitled Rowan County Board of Education
Pol icy Manual (1979) and are effective July l, 1979, unless_otherwise
specified.
File BFD:

Policy Dissemination.

The superintendent is directed

to _establish and maintain an orderly plan for preserving and making
accessible the policies adopted by the board and the administrative
regulations necessary for implementation.
Employees of the school system, members of the board, and citizens from the community shall have accessibility to these policies and,
regulations.
File BFDA:

Copy of Policies and Administrative Regulations.

Professional personnel shall have access to copies of policies and regulations of the Rowan County Board of Education.

These copies shall be

available through the principals' offices and through school libraries.
File BFE:

Administration in Policy Absence.

In situations

requiring immediate action where the board has provided no guides, the
superintendent shall have the power and freedom to act.

However, his

decisions shall be subject to review by the board at_ its next regularly
scheduled meeting.
File BFF:

Suspension of Policies.

Any section, or sections, of

the policy·manual that a"re not established by law or contract may be suspended by a majority vote of the board at a regular or at a special
meeting.

•

File BFG:
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Policy Review and Evaluation.

The board shall follow

the policies formulated and evaluate the exe.cution of these policies by
the school _staff.

The board s,hall rely on the staff, students, and the

community for providing evidence of the effect of policies it has
adopted.
The board shall keep policies up to date:

With this in mind, the

superintendent is directed to call attention to pqlicies in need of revision.

The superintendent has the authority to recall policy manuals, at

his discretion, for the ·purpose of updati_ng.
Fi le BFGB:

Revi·ew of Administrative Regulations.

The board

reserves the right to review and veto administrative regulations should
they, in the board's judgement, be inconsistent with the policies adopted
by the board.
File BG:

Board-Staff Communications.

The success of any school

system is enhanced by effective communication between the board and the
school staff.
The main goal of both the board and the staff is to provide the
best possible educational opportunities for the entire community.

To

achieve this, favorable board-staff relations must be maintained ·in.a
climate of mutual trust and respect.

At the same time, the board, in

exercising its public trust to provide thorough and efficient public
education, cannot dissipate, or transfer, its responsibilities, or
.
aut'h or1ty.

In accordance with satisfactory personnel practice, staff participation in the development of educational and personnel policies wi 11 be
encouraged.

The superintendent, as professional leader of the staff and

'
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the chief executive of the board, will establish the avenues for boardstaff communication.
All formal communications, or reports to the board from ~taff
members and staff organizations will be submitted to the board through
the superintendent.
File BHD:

Board Member Compensation and Expenses.

Members of

the board shall not receive salaries for their services as board members.
They may receive per diem and expense allowances as permitted in KRS
160.280 (Kentucky, 1979).

Members of the board shall be reimbursed for

other expenses incurred in performance of board functions.

In such

instances, itemized expense accounts shall be completed, signed, and
submitted to the secretary.

When approved, these accounts shall be

paid as claims against the board.
File C:

General School Administration
File C involves policy statements about the board's management

policies.

Administrative structure is outlined in thls section along

with the duties and expectations of the superintendent and other administrative staff.
concern in File C.

Policy implementation is also an important area of
The following File C descriptors were adapted to

the Rowan County District:
File CB:

School Superintendent.

The superintendent shall be

the chief executive officer of the school system and shall have, under
the direction of the board, general supervision of the public schools
and of all personnel and various personnel departments of the school
system.

The superintendent is responsible for the management of the
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schools in compliance with _board policies and is also-accountable to ttie
board.
The superintendent, at his discretion, may delegate to other
school personnel the exercise of any powers and the discharge of any
duties imposed upon the superintendent by these policies, or by vote of
the board.

The delegation of power, or duty, however, shall not relieve

the superintendent of the responsibil1ty for the action taken under such
del_egation.
The superintendent shall attend all meetings of the board except
when his own tenure, salary, or the administration of his office is unde-r
consideration.

He shall have the right to speak on questions and to par-

ticipate in discussions at board meetings.
File CC:

Administrative Personnel Positions.

Administrative

and supervisory positions in the school system are established initially
by the board, or by state law, or both.

In each case, the board will

approve the broad purpose and function of the position in harmony wi_th
state laws and regulations, approve a statement of job requirements as
recommended by the sop~rintendent, and delegate to the superintendent
the task of writing, or authorizing to be written, a job description for
the position.
The superintendent is responsible for maintaining a comprehensive, coordinated set of job descriptions for these positions in order
to promote efficiency and economy in the staff's operation.
File CCAA:

Administrative Personnel.

The board shall furnish

the superintendent with the most qualified professional people it is
possible to secure for administrative positions.

The superintendent is
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expected to work with his administrative staff by proper delegation of
_authority based on competence and assignment.

Each administrative staff

member shall have an opportunity to participate in regular staff meetings.
File CCB:

Line and Staff Relations.

Personnel employed by the

board shall be responsible to the board through the superintendent.

The

administrative staff shall be composed of the superintendent, assistant
superintendent, director of pupil personnel, director of instruction,
principals, and other administrative personnel as determined by the
superintendent and by the bqard. ·
Personnel shall refer matters requiring administrative action to
the administrative officer immediately in charge of his/her area.

Adminis-

trative officers shall refer such matters to the next higher designated
authority when necessary.
Within the broad framework of board policy, other certified
administrative personnel shall assist those in charge.

By means desig-

nated by their superior; certified administrative personnel shall keep
their immediate superior informed of activities under their jurisdiction.
File CCBA:

Board-Superintendent Relations.

The Rowan County

Board of Education believes that the legislation of policies is the
most important function of a school board, and the execution of policies
should be the function of the superintendent.
Delegation of its executive powers by the board to the superintendent provides freedom for the superintendent to manage the schools
within directed policies, and frees· the board to devote its time to
policymaking and appraisal functions.
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The board holds the superintendent responsible for carryi_ng out
its policies within established guidelines and for keeping the board
informed about school operations.
File CCC:

Hiring of Administrative Personnel.

The superinten-

dent shall submit nominations to the board for administrative and supervisory appointments.

While the board may accept or reject nominations,

the·selection of any administrator other than the superintendent shall be
valid only if made on the nomination of the superintendent.

ln·case of

rejection, the superintendent shall make an alternate nomination.
File CCCA:

Term.of Employment fqr Principals.

A principal who

administers a school w.ith twenty-five (25) or mo.re ful 1-time equivalent·
teachers under his supervision is approved for twelve (12) months'
employment.
A principal who administers a school with twelve to twenty-four
(12 to 24) full-time equivalent teachers under his supervision is approved
for employmen·t two (2) months beyond the regular school term.
File CCD:

Evaluation of Administrative Personnel.

The superin-

tendent shall evaluate and report annually to the board on the performance of all administrative personnel.

He shall make recommendations

regarding their employment and salary status.
File CCDA:

Personnel Time Record.

The principal shall keep a

correct record of his/her working hours and those of teachers, substitute teachers; teacher aides, secretaries, and other classified
employees under his supervision.

At the end of each school _month, he

shall forward these records to the finance officer.
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'File CCE:

Central Office Hours.

The Rowan County School System's

central office, located at 118 University Boulevard, shall maintain office
hours from 8:00 a.m. to 4:30 p.m. daily, Monday through Friday.

On days

when schools are closed due to inclement weather, the central office wi 11
open at 9:00 a.m.
The central office will be closed officially on Independence Day,
Labor Day, Thank.sgiving and the following Friday, Christmas, New Years,
and during the Kentucky Education Association delegate assembly.

On the

afternoons preceding Christmas and New Years, the office will be open
from 8:00 a.m. to 12 noon.
File CH:

Administrative Regulatlons.

The board shall delegate

to the superintendent the function of specifying required actions and
designing the detailed arrangements under which the schools will be
operated.

These rules and detailed arrangements shall constitute the

administrative regulations governing the schools.
Fi le CHA: 'Adoption· of Administrative Regulations.

The board

shall formulate and adopt administrative regulations only when spec!fic
state laws, strong community attitudes, or probable staff reaction
require the board to do so.
File CHB:

Review of Administrative Regulations.

The board

reserves the right to review and to veto administrative regulations
should they, in the board's judgement, be inconsistent with the policies
adopted by the board.
File CHC:

Dissemination of Regulations.

The superintendent

is directed to establish and maintain an orderly plan for preserving
and making accessible the policies adopted by the board and the
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administrative regulations necessary for implementation.

Accessibility

is to be extended to all employees of the school system, to members of
the board, and to interested citizens.
File CHCA:

Distribution of High School Handbook.

The high

school principal shall prepare special rules governing the operatio~ of
the high school.

These rules, when approved by the superintendent and

the board of education, shall be printed and distributed to all teachers
and students in the high school.
FILED:

Fiscal Management
Policies in File D relate to the management of all school dis-

trict funds except facility expansion which is covered in File F.
Policies in this secti.on refer to budget and to statements on the
receipts, expenditures, and accounting of funds.
district's financial procedures.

This file outlines the

Jhe following descriptors were included

inFileD:
File DG:

Depository of Funds.

The Rowan County Board of

Education shall appoint annually a bank or trust company to serve as its
depository.

The depository selected by the board shall execute. good and

sufficient bond for the safekeeping of the board's funds, subject to the
approval of the local board and State Department of Education.

The bond

of the depository shall provide that the duties of the office be faithfully performed; that all funds deposited by the treasurer of the board,
its tax collector, or its duly authorized agent be held fo~ the board
subject to withdrawal at any time; and that deposited funds be paid to
specific persons and in the manner directed by the board.

Furthermore,
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ful 1 accounti_ng of funds wi 11 be kept.

These records wi 11 be available

to the board, or its authorized agent, upon request.

Records relating

to these transactions as well as the duties of the office will be maintained and given to the successor to the office along with the balance
of all school funds.

The board reserves the right to require, at any

time, an audit of the depository's records by a competent outside agent.
File DGAB-R:
District.

Procurement Regulations of the Rowan County School

Exhibits 1, 2, and 3 on the fol lowing pages relate to pro-

curement r_egulations of the Rowan County School System.
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EXHIBIT 1
FILE DGAB-R:
I.

Authorization of contracts as provided in KRS 4SA.345 (1979)
A.

B.
C.

I I.

PROCUREMENT REGULATIONS OF THE ROWAN COUNTY SCHOOL DISTRICT

Changes or amendments to each competitive bid contract, competitive negotiated contract, and service by licensed professional contract shall be recormlended by the superintendent
and approved by the board before execution by the superintendent.
The superintendent, or his designee, shall approve contracts
of the board with the exception of small purchases.
The superintendent is responsible for administration of the
procurement function.
1. The superintendent may delegate to the purchasing officer,
to the principals, and to other personnel appropriate purchasing authority.
2. Delegation of purchasing authority shall be in writing.
3. Contracts in excess of $2,500 must be awarded by the
superintendent .
4. A principal may award contracts that do not exceed $800.
5. Contracts are not to be awarded in an amount that exceeds
the sum authorized by the budget.

Procedures for Sealed Bidding as Provided in KRS.365 (1979)
A.

B.
C.
D.
E.
F.
G.
H.

The principal, department, or person requiring supplies,
equipment, services or construction, shall submit to the
superintendent a written request containing justifications,
specifications, quantities desired, and appropriate costs.
The superintendent, or his designee, shall develop "evaluative bid" procedures that are in the best interests of the
school district.
The superintendent shall evaluate need in relation to budget
limitations .
The superintendent shall advertise in the newspaper at least
once, not less than seven (7) nor more than twenty-one (21)
days before bid opening.
If the durability of the product, the quality of service, or
other factors, are to be considered in bid selection, such
factors shall be stated in the bid document.
The superintendent shall open all bids publicly at the
designated time and place.
The superintendent shall submit all bids for approval, make
recommendations to the board, and send written notice to all
bidders of the award.
The superintendent shall sign the contract and issue purchase
orders to vendors.

I 11.

Procedures for Determination of Qualifications of Bidders as provided in KRS 45A . 400 (1979)
A.

8.

C.
D.

E.

F.
IV .

Each bidder may be asked to furnish, on prescribed forms,
information pertaining to all contracts completed in the
pas t two (2) years and a list of financial institutions
used.
The superintendent may contact at least one purchaser listed
by the bidder to verify the record of performance.
A credit check may be made through an established organization and the information compared with that furnished by the
bidder.
In the event of conflicting or Incomplete information,
bidders shall be determined to be responsible if they perform
satisfactorily in accordance with contracts on a timely basis
and have a sound financial structure.
The superintendent shall determine the extent of responsibility of each bidder and maintain a list of those who
qualify as responsible contractors for particular types of
supplies, services, and construction items.
The superintendent shall inform prospective contractors of
the prequalification procedures for bidding.

Procedures Prerequisite to Use of Noncompetitive Negotiated Proces s
as Provided in KRS 45A.380 (1979)
A.

8.

C.

The noncompetitive negotiated process may be used instead of
advertisement for bids when the amount exceeds $5,000 when
the superintendent determines that competition is not feasible in the following circumstances:
1. An emergency exists which will cause public harm as a
result of delay in competitive procedures.
2. There is a single source of the product or service to
be procured.
3. The contract is for services of a licensed professional.
4. The contract is for the purchase of perishable items
purchased on a weekly, or a more frequent basis, (fruit,
vegetable, or fish).
The superintendent may declare an emergency after determining
that a delay in obtaining bids will result in danger to health,
safety, or property.
The superintendent shall file a report annually to the board
within ninety (90) days following the close of the fiscal
year of all contracts made through noncompetitive negotiations . The report shall contain the following:
1. Name of each contractor
2. Amount and type of each contract
3. Description of supplies, services, and construction purchased by each contract
4. Copies of findings of noncompetitive negotiations

so
D.

V.

Conditions Necessary for Negotiating after Competitive Bidding as
Provided in KRS 45A.375 (1979)
A.
8.
C.

D.
VI.

If there are no additional funds available from any source
to award the contract
When the best interest of the board avoids delay caused by
resolicitation under revised specifications and quantities
When bids are in excess of the amount available, the lowest
three (3) bidders shall be notified that the board desires
to negotiate for a lesser amount based on revised quantities
or specifications by a fixed time
If only one bid is received after competitive sealed bidding

Procedures for Competitive Negotiated Process as Provided in
KRS 45A.370 (1979)
A.

8.
C.
D.
E.
VI I.

The superintendent shall maintain a file of noncompetitive
negotiations in the district's business office for a period
of five (5) years.

When the prerequisites have been met for use of the competitive negotiated process, the superintendent shall proceed to
negotiate with one or more suppliers in order to obtain the
more advantageous terms for the district.
The superintendent shall keep a record of all negotiated contracts listing items and quantities acquired, name of suppliers,
cost, and date of contract.
The superintendent shall examine the proposals and negotiate
with the suppliers for the best terms for the school district.
The superintendent shall submit written negotiated proposals
and recommendations to the board for approval and award.
The superintendent shall notify bidders of the award.

Small Purchase Procedures as Provided in KRS 4SA.385 (1979)
A.

8.
C.
D.

E.

The procurement of small purchases is authorized for necessary
supplies, services, or construction when the cost and quality
result in a possible savings of public funds and the expense
and time involved in competitive sealed bidding is unjustified.
Purchasing requirements shall not be fragmented, or artificially divided, to avoid use of selection methods.
Categories of supplies, services, or construction, reasonably
anticipated to be needed during a fiscal year, are considered
only one procurement.
The contract may be for any period of time that will provide
the most beneficial market price to the local school district
provided the time period is fixed in order to avoid competitive sea led bidding.
If supplies, services, or construction are closely related
to their function and use, they are normally supplied as a
unit.
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F.

The following Rowan County School employees have been
authorized to make small purchases:
1. Assistant superintendent
2. School food service director
3. Rowan County High School principal
4. Clearfield Elementary principal
5. Farmers Elementary principal
6. Elliottville Elementary principal
7. Tilden Hogge Elementary principal
8. Transportation director
9. Maintenance supervisor
10. School social worker
11. Other personnel as authorized by the superintendent and
approved by the board
G. Small purchases for construction services costing $1,500 or
less, and $300 or less for other purchases may be made from
any available source without obtaining quotations.
H. Small purchases in excess of the limits, but less than $2,500,
may be made only after informally obtaining price quotations
from three (3) or more responsible sources.
I. Small purchasing agents, vendors, and the general public
must be informed of laws KRS 4SA.450 through KRS 4SA.455.
VI I I.

Conditions and Procedures for the Purchase of Perishables and
Items for Resale as Provided in KRS 45A.380 (1979)
A.

B.

IX.

11

Perishables 11 are those items of food which are subject to
natural decay and deterioration if not put to intended use
within a reasonable period of time.
I. Perishables exclude dried, canned, or frozen food products
which are normally purchased less frequently than by the
week.
2. Fresh fruits and vegetables, meats, and fish may be purchased by noncompetitive negotiation.
3. Milk, bread, and other items which may be classified as
perishables, but which readily lend themselves to competitive bidding shall be obtained only by competitive
bidding.
Items for resale are authorized to be purchased by noncompetitive negotiation.
1. I terns for res a 1e inc 1ude stocks and inventories for the
school bookstore, candies, soft drinks, and all other
items that are sold to students and to the general public.
2. Supplies which must be processed prior to resale, such
as food purchases for the lunchroom, are not included as
items for resale.

Cooperative Purchasing as Provided in KRS 45A . 420 (1979)
A.

Upon the recommendation of the superintendent, the board may
enter into an agreement for cooperative purchasing with
another public agency.
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B.

X.

State Bid Purchasing
A.
8.

XI.

When the board contracts with another agency for supplies or
services, those parties must have complied with the conditions
of the procurement regulation.

The superintendent may purchase supplies and equipment from
the state bid price contracts .
The superintendent, or his designee, shall include the state
bid price contract number on all purchase orders or invoices
used to purchase from the state price contracts.

Requirements which may be Purchased under Special Authority may
be made Without Benefit of Competitive Bidding and Processed by
Delegated Authority.
A.

B.

C.

D.
E.
F.
G.
H.
I.
J.

Copyrighted data for which a single source of supply Is available
1. Newspapers
2. Books (reference, professional, vocational)
3. Pamphlets, brochures, leaflets relating to special Information or agency functions
Classroom and training aids that are available from exclusive
distributors
1. Films, motion pictures, clips, and slides
2. Sheet and book music
3. Recordings, phonograph records, wire, and tape
4. Game books, rule books, and score books
5. Georgraphic maps, topographic maps, visual aid charts,
and illustrations
6. Test and testing services
Dues to national. professional, or other types of job-related
societies where payments are classified as proper and necessary government expenses
1. Agency or institutional dues to professional societies
2. Fees for services or publications of professional
societies in addition to dues
Department of Education Free Textbook Program
Items where rates are fixed by law or ordinance
Insurance and bond premiums not covered by purchase contract
Gasoline credit cards
Library books
Subscription to papers, magazines, or other periodicals
Proprietary preventive maintenance agreements for service of
equipment (a copy of the preventive maintenance agreement-services, parts, and/or inspection--properly executed by the
board and the manufacturer of the equipment and/or his authorized agency must be attached to the purchase order)
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K.

L.
M.
N.
0.
P.

Q.
R.

S.
XII.

Supplies and equipment for laboratory or experimental studies
(a written determination setting forth the need in relation
to such studies and justifying the procurement of such
supplies or equipment on a noncompetitive basis shall be made
by the purchasing official prior to the award of contract)
Instructional materials available from only one source
Freight or postage
Equipment repair and service if it is reasonable to have the
manufacturer's agent perform repair or furnish replacement
parts to put equipment in operational condition
Lease or rental of equipment (except vehicles)
Advertisements and public media (dissemination of information
or advertising from a single source)
1. Radio stations and networks
2. Television stations and networks
3. Newspapers and magazines
4. Billboards, displays, and publicity functions
Legal exemption or requirements which are exempted from competitive bidding by specific legislation, KRS, or other regulations
Delegation authority or other specific requirements which
have been reviewed and approved in writing by the director of
finance prior to purchase (a copy of the delegated approval
authority must be attached to the payment documents and purchase order)
Fresh produce such as perishable fruits and vegetables

Storage and Inventory Control
A.

8.
C.

District procedures for receiving, storing, and disbursing
repetitive use items purchased through the general fund
1. The superintendent, or his designee, is responsible for
the receipt and inspection of property and stored supplies.
2. Each item shall be inspected upon receipt and all items
that do not. conform to specification shall be rejected
by written notice submitted to the vendor within thirty
(30) days.
Individual school procedures for receiving, storing, and
disbursing repetitive use items purchased through school
accounts
Procedures for disposition of surplus personal property as
provided in KRS 45A.425 (1979)
l. The superintendent shall prepare a written statement
which describes the property, including the date of
acquisition and its intended use at the time.
2. The statement shall include the proposed disposition of
the property and the reasons such disposition is in the
public interest.
3. The statement shall include the present use of the property and evidence of consultation with the person having
custody or control.
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4.

5.

(Refe rence:

The statement shall include the method of disposition,
whether it is to be transferred to another governmental
agency or to a private concern; compensation , if any,
to be received; and whether it is to be sold at public
auction, by sealed bids or through negotiations.
If the property is to be sold through negotiations, the
property shall be appraised by at least two competent
independent appraisers and the appraisals attached.
Property shall be sold on a negotiated basis for no less
than the appraised value.

File DGAB)
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EXHIBIT 2
FILE DGAB-E :

REQUIRED NOTICE TO BIDDERS

Conflict of interest, gratuities, and kickbacks as defined in
KRS 45A.445 and as provided for in KRS 45A.455 are absolutely prohibited.

The provisions of these statutes shall be noted and acknowl-

edged below with the signatures of the users of this procurement
document.

(Reference:

File DGAB)
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EXHIBIT 3
FILE DGAB-R:

PROCEDURES FOR MAKING PURCHASES

Purchases Paid out of a School's Activity Account
These forms are to be secured in the principal.'s office.

The

form should be completed in triplicate with the original being sent to
the vendor .

Other copies of the purchase order should be held until

all services have been rendered or materials have been delivered.

The

bill shou ld be attached to these copies and submitted for payment.
Purchases Covered by the Board of Education
These forms are to be secured from the treasurer and completed
in triplicate.

The purchaser shall forward the original to the vendor,

keep one copy, and leave one copy with the treasurer.

After all

materials have been received by the purchaser, the bill should be
attached to the treasurer's copy of the purchase order and submitted
for payment.

(Reference:

File DGAB)
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Fi le DGC:

Individual ·school Accounting Sy°stem.

Each school in

the Rowan County School District shall use the uniform program of accounting for school activity funds as recommended by the Kentucky State
Department of Education.
File DIA:

School District Accounting System.

The Rowan County

School System shal 1 use the Kentucky uniform school financial _accounting
system as recommended by the Kentucky State Department of Education.
File DIC:

Financial Reports and Statements.

The board shall

receive monthly financial state.ments showing the financial condition of
the school district and individual schools as of the last day of the precedi_ng month.

Other financial records, determined necessary by either

the board, or by the administr 9 tion, shall be required periodically.
File DIE:

Audits.

The books and accounts of the district shall

be audited by an independent certifi~d public accountant in compliance
with prescribed standards and legal requirements.

The certified public

accountant shall be selected by the board.
The completed audit shall be presented to the board for examination.

The superintendent shall be responsible for filing copies of

the audit with the proper authorities as prescribed by law.
File DJGA:

Sales Calls and Demonstrations.

Salesmen shall be

permitted to call° on tea~hers, or other school staff members, after they
have secured authorization from the superintendent.
File DK:

Payment Procedures.

The Rowan County Board of

Education complies with the mandatory policy issued by the Kentucky
State Department of Education.

Pursuant to KRS 160.560 (1979) relative

~o the duties of the treasurer, the following State Department of
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Education regulation has been enacted to gove~n the factors the board
used in developing a policy for the issuance of checks on a depository
bank:
1.

The board of education shall give subsequent approval
of all disbursements between board meetings.

2.

The treasurer shall receive the forms properly executed,
including signatures of the chairman and the secretary
of the board, before issuing checks.

3.

Payments made between regular board meetings shall be
confined to contract salaries, payments to take advantage of discounts, and payments made to prevent penalties and disruption of services. Payments for
redemption of bonds shall also be authorized for payment between meetings.

4.

lnterfund tra~sfers and investments shall be made as
determined to be necessary by the treasurer.

5.

The board shall give subsequent approval to all disbursements.

File DL:

Payroll.

Effective with the 1979-1980 school year

which begins July 1, 1979, employees of the Rowan County Board of
Education will be paid every two ~eeks on alternating Fridays beginning
with the second Friday in July.

The pay schedule for the 1980-1981

school_ year is shown in Exhibit 4 on page 59.
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EXHIBIT 4
FILE DL-E:

ROWAN COUNTY BOARD OF EDUCATION 1980-1981 PAY SCHEDULE

The fol lowing pay schedule will be observed for the 1980-1981
school year:
July
August

8, 22

September

5, 19

October

14 , 28

December

12, 26

Janu~ry

9, 23

February

6, 20

March

6, 20

Apr i 1

3, 17

June

File DL)

3, 17, 31

November

May

(Reference:

11 , 25

1 • 15, 29
12, 26
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File DLC:

Expense Reimbursement.

Members of the Rowan County

Board of Education and its employees shall be reimbursed according to
administrative regulations developed by the superintendent for actual
and necessary expenses incurred in the performance of'their duties
inside and outside the state of Kentucky.

These regulations are subject

to approva 1 by the board.
Rowan County Travel Regulations, Exhibit 5, begin on page 61.
Rowan County Travel Voucher Reimbursement Form, Exhibit 6, begins on
page 65.
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EXHIBIT 5
FILE DLC-R:
I.

APPLICATION
A.

B.
C.

D.

II.

These regulations shall apply equa l ly to all employees of the
Rowan County Board of Education. However, these regulations
shall not supersede any statute re l at ing to officia l trave l
by emp loyees of the Convnonwealth.
The superintendent is responsible for insuring that all
authorized travel reimbursement conforms to regulations.
The super i ntendent may, on written request by an employee,
approve exceptions to these regulations if it is clearly in
the best interest of the Rowan County Schools and does not
violate the intent of the regulations or statutes.
All quest ions regarding proper interpretation of travel regulation shall be determined by the superintendent and shall be
final and inclusive.

OFFICIAL TRAVEL
A.

B.

C.

D.
Ill.

ROWAN COUNTY TRAVEL REGULATIONS

Actual and necessary expenses of official travel will be
reimbursed. Travel shal l be by the most direct route and
by the most economical means. Reimbursement shall not be
allowed for meals, lodging, or other travel expense provided
free of charge to an emp loyee in officia l trave l status .
Persons who travel on official business under the prov1s1ons
of these regulations shall use persona l funds for expenses
incurred i n connection with their trave l .
Each item of expense (except mileage) exceeding two dollars
($2), for which reimbursement is claimed, must be documented
with a receipt. Receipts for lodging and other expenses must
be on a preprinted receipt of the hotel, 1T19te l , restaurant,
or other establ i shment. Employees who are required to travel
in the performance of their official duties shall be responsible for maintaining sufficient records showing details of
their dai ly expenses while on official travel status.
The expense of only one employee shall be included on a single
travel voucher (except for an employee who has custody of, and
pays the expenses for a student of the Rowan County Schools or
other persons for whom official responsibi l ity has been
assigned).
Medical expenses are not reimbursable as a travel expense.

OFFICIAL STATION
A.

Mileage between an employee's domicile and his work station is
not reimbursable.
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B.
C.
D.

Mileage will be permitted for travel from work station to work
station during the school day.
The superintendent will clarify work stations and travel
between stations.
The following mileage should be used when traveling between
work stations:
Central office to:

Travel from:

Morehead Grade
High school
Clearfield
Farmers
Haldeman
Elliottville
Tilden Hogge
Clearfield to Farmers
Ell iottvi l le to
Haldeman
Haldeman to Tilden
Hogge
High School to Farmers
Elliottville to
Clearfield

. 7 miles
. 7 ml les
2. 1 mi 1es

8
8
8

miles
miles
mi 1es
mi 1es

8

mi 1es

8

miles

10

miles
7.3 mi Jes

12

12. 1 miles

Other travel in the county may be determined by the employee.
IV.

AUTHORIZATION FOR TRAVEL
A.

B.

V.

Travel in Rowan County for which necessary expenses may be
reimbursed shall be authorized in advance by the superintendent or his designee. Travel outside Rowan County shall be
authorized by the superintendent. Written requests for outof-county travel shall be submitted to the superintendent at
least five (S) working days prior to the first day on which
any expenses related to travel are incurred.
The superintendent may authorize travel either In or out of
the state of Kentucky for the purpose of conducting the
board's business.

TRANSPORTATION
A.

B.
C.

Transportation used by board employees shall be the most
economical and/or standard mode available via the most
direct and most common routes. Additional expense incurred
will be allowed only if special conditions warranting such
additional expenses are justified.
Commercial airline travel shall be by coach class unless it
is unavailable.
Automobile rental or other special conveyances may be used
if ordinary means of public transportation cannot be utilized
to the best interest of the Rowan County Schools.
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D.

E.

F.
G.
VI.

SUBSISTENCE
A.

B.

C.

VI I.

Computation of mileage for in-state travel will be from point
of origin to point of destination. Reimbursement will be made
for actual miles travelled. However, when point of origin is
the employee's private residence, reimbursement will be based
on the lesser of the distance between work station and destination and private residence and destination.
Reimbursement for the use of privately owned automobiles
authorized for official travel shall be at the rate of eighteen
cents ($. 18) per mile. However, the total mileage reimbursement allowable for out-of-state travel in a privately-owned
automobile shall not exceed the lesser air coach fare to the
same destination.
Parking, bridge, and toll charges incurred during authorized
travel by automobile are reimbursable . Toll charge receipts
will not be required for in-state travel.
The superintendent encourages car pooling when more than one
employee is attending the same meeting .

Actual and necessary subsistence expenses of official travel
outside an employee's official work station are reimbursable.
If total travel time outside the employee's official work
station is four (4) hours or more, reimbursement will be made.
Service gratuities for meals may be reimbursed up to fifteen
percent (15%) of the amount claimed for each meal. The cost
of meals purchased for non-board employees who are business
guests of the board or superintendent may be reimbursed according to these same guidelines.
Lodging
1. Reimbursement for lodging costs will be made for overnight accommodations only. Lodging should be at the
most economical rate available, consistent with the best
interests of the board of education.
2. Reimbursement will be made for lodging only when lodging
is more than thirty-five (35) .miles from an employee's
official work station or domicile, unless approved in
advance by the superintendent.
3. Lodging accommodations shared by other persons who are not
school employees will be reimbursed on a pro rata basis.
4. Any claim for lodging exceeding $20 per day, excluding
taxes, must be approved by the superintendent.

OTHER EXPENSES
A.

The payment of registration fees, including any organizational membership dues, by officially designated representatives of the board required as admittance or attendance fees
for participation will be reimbursed. If the fee entitles
registrants to meals, the cost allocated to meals shall be
considered meals expense and so charged.
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B.

VI II.

Expenses for necessary official telephone and telegraph
messages may be reimbursed. Whenever possible, telephone
calls should be made collect to the central office or to the
schools. Other miscellaneous expenses may be approved by the
superintendent provided that they were incurred as incidental
to official travel and are clearly shown to have been necessary in the performance of official duties.

AGENCY REGULATIONS
A.
B.

C.

D.

(Reference:

A travel voucher is to be used for reporting all travel
expenses for which reimbursement is authorized and claimed.
One voucher will usually cover a period not less than one (1)
month. However, if expenses for a given month total less than
$10, the voucher may be withheld and submitted to cover a
period not to exceed three (3) months within the same fiscal
year.
The travel voucher may be either typewritten or prepared in
ink. All items are to be completed and receipts stapled to
the back, upper left-hand corner. Travel vouchers shall be
turned in on or before the Friday preceding the second Monday
of the month.
Travel vouchers should include expenses incurred during the
preceding calendar month. The superintendent may make
exceptions to this regulation in hardship cases .

File DLC)

EXHIBIT 6
FILE DLC-E:
IN ACCOUNT WITH

ROWAN COUNTY TRAVEL VOUCHER REIMBURSEMENT FORM
FROM

------------------

DATE

LOCATION

TO

------------------------MILES

PURPOSE OF TRIP

MILES

X

RATE

MEALS

LOOGIIJG

OTHER

TOTAL

TOTAL
(SI gnature)
(Reference:

{Date)

File DLC)

"'

V,
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File E:

Business Management
Regardless of the way a district organizes to conduct business

affairs, the school board is responsible for written policies on conducting day-to-day business management activities.

File E provides state-

ments about matters of general business management excludi.ng fiscal
management (See File D).
The following descriptors were developed and included in Rowan
County's policy manual:
File ED:

Student Safety Program.

a matter of serious concern at all times.

The safety of.each child, is
To assure the safety of chil-

dren while attending schqol, or under school supervision, buildings and
equipment, including buses, will be inspected regularly for health, fire,
and safety hazards.

Children.will be supervised while inside and out-

side the building during class hours, recess, and lunch.

Established

rules at individual schools within the distrlct help safeguard against
accidents in buildings and on playgrounds.
File EBC:

Emergency Drills.

Special drills shall be planned by

the principal and faculty of each building to assure orderly movement
and placement of students in the safest available area under emergency
conditions.

The safest areas shal 1 be determined· by the principal.

In emergencies where less than one hour of warning time is
known, children and faculty shall remain on the school grounds.

However,

children may be picked up .at the school by their parents.
File EBCB:

Fire Drills.

practice a system of fire drills.

The principal shall establish and
Fire drill instruction shall be con-

spicuously posted and practiced at least once a month.

The efficiency

of the system may be inspected at any time by the state fire marshal,
the chief of the fire department, the superintende~t, or his designee,
to insure that fire prevention practices are implemented.
Fi le EBCD:

Emergency Closings.

The Superi·ntendent wi 11 make

decisions regarding school dismissal due to inclement weather.

Efforts

shall be made to have school closings announced beginning at 6:00 a.m.
on the day schools are to be closed.

Announcements will be made on WGOH,

Grayson; WMOR, Morehead; and WMKY, Morehead State University.
Two plans will be implemented for inclement weather.

Plan A

will be used when the weather is too bad to operate buses over county
roads and school will be canceled.
Under Plan B, the school day will operate on a delayed basis.
Classes will begin at 10:00 a.m. in all schools.

If road conditions do

not improve during this delay and the weather is not expected to improve
sufficiently, the schools wi 11 remain closed.
When a.bus driver determines that certain areas on a route are
unsafe due to road conditions, he can decide whether to run the full
route.
File EC:

Buildings and Grounds Manage~ent.

Maintenance of

buildings and grounds in the Rowan County School District shall be
organized to provide for the care, custody, and safekeeping of school
property.

The assistant superintendent, who is the supervisor of

buildings and grounds maintenance, shall establish procedures for providing accurate information in regard to the nature, condition, location, and value of school property; for safeguarding school property
against loss, damage, or undue depreciation; for recovering and restori~g
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to usefulness any school property which may be lost, stolen or damaged;
and for ensuring the p~oper maintenance and safekeeping of school property.
File ECC:

Custodial Services.

The Rowan County Board of

Education shal 1, upon the -recommendation of the superintendent, appoint
needed custodians for each school in the district.

Each custodian shall

be under the immediate supervision of the school principal and shall be
responsible to the principal for the performance of his duties.
File EEA:

Student Transportation Services.

Transportation in

the Rowan County Schools shall be organized to provide service for
eligible students based on safety, efficiency, adequacy, and economy.
File EEAC:

School Bus Safety.

The bus driver shall be governed

by the rules of the road that apply to the vehicle he is operating.
File EEACAA:

Road Hazards.

The bus driver shall report any

road hazards to the transportation supervisor.
File EEACAB:

Drivers Leaving the Bus.

The bus driver shall

occupy the bus at all times when the ~ngine is running, when the brakes
are released, or when the bus is loaded with children.
File EEACAC:

Backing.

When operating the bus in reverse, the

-driver shall receive proper signaling from a responsible person.
Fi 1e EEACAD:

Emergency Si gna 1s.

In an emergency that requires

the bus to remain stopped on the highway, the bus driver shall put out
warning flares, or flags, at least one hundred (100) yards in front of
and behind the bus.
File EEACAE:

Loading and Unloading and Stops.

The bus driver

shall make a full stoR for students to enter and leave the bus.

He

69
shall exercise extreme care in the loading and the unloading of children.
Students shall remain in their seats until the bus has fully stopped in
the proper position.

Each student shall exit from the bus in an orderly

fashion without crowding or disturbing others.

Then, the bus shal 1 remain

stopped until students have crossed the road.
Fi le EEACAF:

Crossing a High':'ay.

The bus driver ,shall bring the

vehicle to a full stop before crossing or entering a through highway or
street.
File EEACB:

School Bus Service and Maintenance.

The bus driver

shal 1 check his bus before each run to see that ti res,· battery, 1 ights,
horn, windshield wipers, service door, emergency door, and radiator are
operating properly.

The bus shall be checked at least once a month by

a school board mechanic.

The mechanic shall keep complete maintenance

records on each vehicle.
File EEACBA:

Drivers' Reports.

The bus driver shall maintain

reports required by the State Superintendent of Public Instruction, the
board of education, the transportation supervisor, and the principals
of the schools he serves.
File EEACBB:

Mechanics' Records.

The transportation supervisor

shall maintain ·records and submit the reports required by law.
File EEACD:

Freight or Baggage.

Only the property of school

district passengers shall be transported on the school bus while the
bus in transporting students.
File EEACDA:

Dangerous Objects.

Animals, firearms, explosives

or other dangerous objects, shall not be permitted on the school bus.
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File EEAD:

Special Use of School Buses.

School buses shall be

used for transporting students-on class-field trips, or for participating
in extracurricular ac~ivities, under specified conditions.

The board

delegates authority to the superintendent to make decisions concerning
requests for trips within the boundaries of Kentucky.

The student organi-

zation using the bus will be required to reimburse the district for the
cost of the trips made after regular school hours.
Requests for transportation service outside Kentucky, or on an
overni·ght basis; must be referred to the Rowan County Board of Education
for approval.
File EEADA:

Field Trips.

Field trips, as an extension of the

classroom teaching-learning process, have long _bee~ a part of the educational program of the Rowan County Schools.

The board approves the

continuation of iuch trips under administrative regulations established
by the superintendent.

Advance approval by the board is required for

out-of-state and overnight field trips.
File EEADA-E:

Field Trip Request Form.

The Field Trip Request

Form for the Rowan County School System appears on page ·71 in Exhibit 7.
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EXHIBIT 7
FILE EEADA-E:

FIELD TRIP REQUEST FORM

On requests for extracurricular bus usage, the student organization wi 11 be required to reimburse the district for the costs of trips
made after the regular school hours.
Requests for student trips outside Kentucky and requests involving overnight trips must be referred to the Board of Education for
approval. These requests must be presented to the superintendent at
least three (3) days before the regularly scheduled board meeting previous
to the time the trip is to be taken.
NAME OF GROUP

---------------------------SCHOOL
-----------------SUPERVISOR---------DESTINATION

---------------LOCATION------------

PURPOSE OF THE TRIP

--------------------------

TOTAL TIME INVOLVED

------------------------------------------TIME----------

DEPARTURE DATE
RETURN DATE

------------------TIME----------

NUMBER OF STUDENTS PARTICIPATING

-------------------

TOTAL DI STANCE"_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHAPERONES_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

WILL YOU NEED A BUS?_ _ _ _ _WILL YOU NEED A DRIVER?_ _ _ _ _ _ __
IF YOU DO NOT NEED A DRIVER, WHO WILL BE DRIVING?_ _ _ _ _ _ _ _ __
Request Made by______,,=---=--.------(Teacher)
Recommended by_____--,.-=--~-;---~-----(Prlncipal)
Approved by-------..-----,----:----i-- - - (Superintendent)
*Complete this form in duplicate. The original to be submitted to the
superintendent and the carbon copy to be submitted to the principal.
(Reference:

File EEADA, EEAD, IICA)
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File EEADB:

Community Use of School Buses.

Rowan County student

groups will receive first priority on the use of school buses.

Decisions

on the use of county buses by outside groups will be left to the discretion of the superintendent.
Community groups may use buses provided they have not been previously scheduled for student use.

Request for outside use of county

school ouses should be made to the superintendent's office at least two
(2) days prior to the date of° usage (See Fi le KG:

Community Use of

School Facilities).
File EF:

Food Services Management.

The purpose of the food

service program is to provide each child with food of high nutritious
quality .at moderate prices in an atmosphere of cleanliness, cheerfulness,
and personal caring.

Food shou.ld be served in an appetizing manner so

that it will be readily accepted.
File EFC:

Sale of Confections.

Elementary schools shall be

permitted to sell candy, soft.drinks, and other related food items when
these sales are control l.ed f?y the principal or by teachers.

However,

these sales are to be made after the close of the noon lunch period.
File EFE:

Food Service Records and Reports.

The lunchroom

supervisor shall maintain the records required by law, by the Kentucky
State Department of Education, and by the superintendent.
File EFG:

Lunchroom Supervisor.

The lunchroom supervisor shall

be appointed by the board upon the recommendation of the superintendent.
Under the direct supervision of the superintendent, he/she shall be
responsible for both food personnel and food service.
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File F:

Facility Expansion Program
File F deals with polici~s concerning new·construction.

In addi-

tion, it includes policies on related activities such as long-range
planning, remodeling, modernizing, leasing, and renting to meet the needs
of growth and change.

Policies were developed for four descriptors in

Fi le F.
File FA:

Facility Expansion Program Goals and Objectives.

The

board of education shall authorize the construction of a sufficient number of school buildings to meet the demands of present and future stude~t
enrollments.

In so doing, it shall provide the best. type of educational

environment at the lowest expenditure of tax dollars.·
Architects employed by the board will be instructed to plan-simp 1 i city of design, sound economics, including low, long- range maintenance
costs, high educational utility, and flexibility.·
File FAA:

Long-Range Planning of Facility Expansion.

By the

time children are ready for school, the appropriate educational facilities
should be available to them.

For this reason, the board of education shall
0

make long-range plans for school faci l i ties even if sufficient capital
funds are unavailable.
File FBB:

Enrollment Projections.

The superintendent.and his

staff shall compile the necessary advanced data to project future enrollments for several years.
File FEA:

Educational Specifications.

Educational specifica-

tions for new school facilities shall be developed by the superintendent
and his participating staff.
at his discretion.

The superintendent may employ consultants
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File G:

Personnel
Policies on personnel are the subject of File G.

In this section,

the board develops needed guidelines for general policies that pertain to
all school personnel, professional staff, nonprofessional staff, and
paraprofessionals.

Several policies were developed for Rowan County per-

''

sonne l.
File GA:

Personnel Goals and Objectives.

The board recognizes

that a dynamic and efficient staff dedicated to education is necessary
to maintain a constantly improving educational program.

The board is

interested in personnel as individuals, and it recognizes the responsibi 1 ity for- promoting the general welfare of the staff.
The board is committed to providing a staff of specially trained
personnel.

Each discipline shall be properly designed with appropriate

assessment procedures to insure that it will have proper emphasis in the
total curriculum and school system organization.

Duties of these per-

sonnel shall be outlined by the superintendent and approved by the board.
File GAB:

Teachers' Responsi_b_ility for Policies and Regulations.

All teachers will be held accountable for the policies and regulations
of the board of education, the superintendent, and the principals.

These

policies and regulations must be observed and enforced as·they relate
to respective departments within the schools.
File GBA:

Equal Opportunity Employment.

No person shall be

denied employment, re-employment, or advancement, nor shall they be
evaluated on the basis of sex, marital status, race, color, creed, or
national origin.

Age shall be considered only with respect to minimums
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set by law and retirement as specified by the state or by the Rowan County
Board of Education.
File GBCA:

Staff Conflict of Interest.

Employees of the Rowan

County Board shall avoid engaging in, or having financial interest in,
directly or indirectly, and activities that conflict, or ~aise reasonable

'.

questions of conflict, with their duties and responsib11ities.
File GBCB:

Staff Conduct.

Outside work, outside study,,and

other activities of teachers during their non-duty hours are at the discretion of the individual.

However, such activities should not impair

the teacher's ability to perform effectively in a teaching assignment,
nor should they reflect discredit upon the teacher or the Rowan County
School System.
File GBEA:

Health Examination.

Upon initial employment, certi-

fied employees of the Rowan County School System shall submit to the
board a physician's certificate of their physical condition before assuming duties and responsibilities.

The certificate must be signed by a

reputable physician, or approved by the county health department.
File GBG:

Staff Participation in Political Activities.

The

board of education encourages employees to be active in exercising their
rights and privileges as American citizens.

Employees will not be

placed under duress or pressured to support candidates or political
parties.

On the other hand, emplorees shall avoid participating in

partisan political activities while or school premises or while serving
in an official school capacity.
File GBI:

Staff Solicitation.

No teacher shall use his posi-

tion in the Rowan County Schools to influence parents or pupils to
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purchase books and materials for use in the classroom other than those
approved by the superintendent.
File GBK:

Smoking on School Premises by Staff Members.

Smoking

on the school premises shall be restricted to specific areas designated
by the principal.
File GBKA:

Bus Driver's Use of Intoxicants and Tobacco.

Bus

'.

drivers shall refrain from the use of tobacco and intoxicating liquor
while in the presence of students.

In ad~ition, they shall avoid the

use of profane and ind~cent language.
File GCA:

Job Descriptions.

The superintendent and his staff

shal 1 establ i"sh and maintain a coordinated set of job descriptions for
all positions in the Rowan County Schools.
File GCAA:

Professional Personnel Job Descriptions.

Personnel

job descriptions, .authorized by the board of education, are listed in
the job description section of the policy manual.
File GCB:

Professional Staff Contracts.

Employee contracts and

certificates shall be properly execut~d and placed on file in the superintendent's office.
File GCBA:

Professional Staff Salary Schedules.

Upon the

recommendation of the superintende~t, professional personnel salaries
shall be fixed by the board of education.
File GCBA-E:

1980-1981 Rowan County Salary Schedule.

The 1980-

1981 Rowan County Salary Schedule, Exhibit 8, appears on page 77, and
the Extra Service Salary Schedule, Exhibit 9, appears on page 78.
exhibits supplement File GCBA.

These
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EXHIBIT 9
FILE GCBAA-E:

1980-1981 EXTRA SERVICE SALARY SCHEDULE

ADMINISTRAT ION
Assistant Superintendent
Director of Pupi l Personnel
Food Service Director
General Supervisor
High School Principal
Principal--Haldeman
Principal--Clearfield
Principal--Tilden Hogge
Principal--Farmers
Principal--E I I iottvi I le
Principal--Morehead Grade School

$5,000
2,000
I ,300
1,300
4,000
1,200
1,200
1 , 200
1,200
1,200
I ,800

ATHLETICS
Head Football Coach
Assistant Football Coach
Freshman Football Coach

2,000
1,000
500

Head Basketba ll Coach
Assistant Basketball Coach
Freshman Basketball Coach

2,000
I ,000
500

Head Baseball Coach
Assistant Baseball Coach

I ,000
400

Head Track Coach
Assistant Track Coach

500
200

Volleyball Coach
Elementary Coach
Tennis Coach
Golf Coach
Cross Country Coach
Wrestling Coach or Weight Lifting Coach

500
500
300
300
300
300

High School Cheerleader Sponsor
Elementary Cheerleader Sponsor

400
200
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OTHER
Community Education Director
High School Guidance Counselor
Elementary Guidance Counselor
School Social Worker
Yearbook Sponsor
High School Newspaper Director
Federal Programs Coordinator
Treatment Center Coordinator
High School Band Director
Department Head
School Psychometrlst and Child Find Coordinator

;~NOTE :

1,000
500
500
1,000
400
400
1 ,000
400
1,500
300
500

If daily coaching is done during school hours, subtract :
$500 from Head of a major sport
200 from Assistant of a major sport
200 from Elementary coach

Practice is not required nor reconmended on weekends. A coach cannot
receive pay for more than one sport at a time. A coach cannot receive
pay for more than three (3) coaching positions in a school year.

(Reference:

File GCBA)
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File GCBC:

Professional Staff Fringe Benefits.

The Rowan County

Board of Education shall conform to Kentucky state s tatutes regarding the
various types of leaves of absence and sick leave.

In addition to these

fringe benefits, the bookkeeping department may provide two other
services.
I •

Upon a teacher's written request, the appropriate amount for
insurance premiums and professiona l dues shall be withheld under conditions of the Automatic Payroll Authorization Plan.
File GCBD:

Leave of Absence.

Upon written request, employees

of the Rowan County Board of Education sha ll be granted a leave of
absence without pay for educational or professional purposes.

Leave with

pay sha ll be granted for illness, maternity, or other disability under
conditions specified in File GCBDB-E (See Exh i bit 11).
Fil e GCBDA:

Personal Leave Days.

Upon written request, three

(3) days of personal leave are allowed for certified personnel annually.

This leave can be taken, by choice, without loss of salary.

Request for

this leave shall be fi l ed in the pr incipal's office in advance.

Leave

days sha ll not be approved during the first or last week of the school
year; immediately before or after school holidays, vacation days, or days
dismissed for state teachers' meetings; and days dismissed for other
reasons (this does not apply to days mi ssed due to snow) unless approved
in advance by the superintendent.

Leave days sha ll be granted on a

fu ll-day basis.
File GCBDA-E:

Application for Personal Leave.

Requests for

persona l leave shall be submitted on the application form in Exh ibit 10
on page 81.

81

EXHIBIT 10
FILE GCBDA-E:

APPLICATION FOR PERSONAL LEAVE

Pe rsonal leave must be approved in adva nce of absence and will be
granted on a full-day basis. Leave days are not to be taken during the
first or l ast week of school; immediately before or after school holidays,
vacation days, days dismissed for state teachers' meetings; or days dismissed for other purposes (excluding snow days) unless approved in advance
by the supe r intendent.
NAME

------------------SCHOOL-------------

REQUESTS PERMISSION TO TAKE

- - -DAY(S)

DAYS:

PERSONAL LEAVE ON THE FOLLOWING

--------------------------------

ARE COVER PERSONNEL AVA ILABLE FOR YOUR CLASSES?

------------

WILL YOU NEED A SUBSTITUTE?

-----

IF SO, FOR WHAT DAYS WILL YOU NEED A

SUBSTITUTE?

-----------------------------

1 CERTIFY THAT MY ABSENCE IS FOR PERSONAL REASONS.
Request made by____~ - - ~ - - - (Teacher)
Reconvnended by
----(..-P-r-=i_n_c...,.i_p_a.,....1..,...)_ _ __
Approved b y - - - - - - - - - - - - . . . . - - (Superintendent)

(Reference:

Fi l e GCBDA)
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File GCBDB:

Emergency Leave.

Upon recommendation of an employee's

Immediate supervisor and approval of the superintendent, emergency absence-not exceeding three (3) days--without loss of salary shall be granted to
an employee of the board for death of father, mother, brother, s·ister,
spouse, son, or daughter.

'.

Emergency leave--not to exceed two (2) days--will be considered
for death of .grandparents or grandchildren.
Emergency leave--not to exceed one day--will be considered for
death of niece, nephew, aunt, uncle, cousin, grandfather-in-law,
grandmother-in-law, father-in-law, mother-in-law, brother-in-law, sisterin-law, daughter-in-law, or son-in-law.
Emergency leave sh~ll be granted .in addition to other leaves
granted by the board.

Accumulated emergency leave shall not exceed

three (3) days in a school year.
File GCBDB-E:

Application for Emergency Leave.

for Emergency Leave appears in Exhibit 11 on page 83.

The application
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EXHIBIT 11
FILE GCBDB-E:

APPLICATION FOR EMERGENCY LEAVE

Emergency leave must be approved in advance and shall not exceed
three (3) days in a schoo l year.
Emergency absence--not exceeding three (3) days--shall be allowed
for death of the following relatives: father, mother, brother, sister,
spouse, son, or daughter.
Emergency absence--not exceeding two (2) days--shall be allowed
for death of grandparents or grandchildren.
Emergency absence--not exceeding one (1) day--will be considered
for death of niece, nephew, aunt , uncle, cousin, grandfather-in-law,
grandmother-in-law, father-in-law, mother-in-law, brother-in-law, sisterin-law, daughter-in-law, or son-in-law.
NAME

----------------------SCHOOL- - - - - - -

REQUESTS PERMISSION TO TAKE

- - - -DAY(S)

ING DAYS:

EMERGENCY LEAVE ON THE FOLLOW-

------------------------------

ARE COVER PERSONNEL AVAILABLE FOR YOUR CLASSES?

------------

WILL YOU NEED A SUBSTITUTE:

- - - - IF

SO, FOR WHAT DAYS WILL YOU NEED A

SUBSTITUTE?
NAME AND

----------------------------RELATIONSHIP OF THE DECEASED
----------------Request made by
---(r.T=-e_a_c--:-h_e_r,.)_ __
Recormiended by_ _ _r.:--=-~-"7T--( P r i n c i pa 1)
Approved by_ _ _-r::----:-----:--"""'(Superintendent)

(Reference:

File GCBDB)
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File GCBDC:

Jury Duty.

A teacher, or state employee, who serves

on a jury In a duly constituted local, state, or federal court shall be
granted leave with full compensation, less any compensation received as
jury pay, for the period of his actual jury service.

Such leave shall

be awarded in addition to other lea.ve al lowed.by the board.
If a portion of the juror's compensation is designated as pay,
and the balance is provided as expense money, employees are required to
surrender only that portion of compensation for jury duty identified .as
pay .. The expense money can be retained.
File GCBDD:

Teacher Absence.

When a teacher is unable to work

as a result of illness, or other sufficient reasons outlined in File
GCBDB-E:

Explanation of Sick Leave, he shall notify the principal at

least one (1) hour before the opening of school so that a qualified
substitute may be secured.

The teacher shall notify the principal at

least twelve (12) hours in advance of his return to school.

Failure to

do so entitles the substitute, who reported unnecessarily, to one-half
pay for the day.

This pay will be d~dµcted from the regular teacher's

salary.
File GCBDB-E:

Explanation of Sick Leave.

Sick leave, as out-

lined in KRS 161.155 (1979) is clarified in Exhibit 12 on page 85.

'.
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EXHIBIT 12
FILE GCBDB-E:

EXPLANATION OF SICK LEAVE

During each school year, ten (10) days' sick leave will be
allowed without deduction from salary.

Sick leave shall be granted to

a teacher if he presents a personal affidavit or a certificate from a
physician stating that the teacher was ill, or absent for the purpose
of attending to a member of his inmediate family who was ill.

Immediate

family includes spouse, children (including step children), and parents,
without reference to location or residence of the relative .
Unused sick leave days shall accumulate without limitation .
teacher can transfer thirty (30) days accumulated sick leave from a
previous teaching position within the state of Kentucky.

(Reference:

File GCBDB)

A
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File GCBE:

Certified and Classified Vacation Schedule.

After

.'

serving one year in the Rowan County System, certified and classified
personnel employed on a twelve (12) month basis shall be entitled to
five (5) days' paid annual leave.

After two (2) years of employment,

ten (JO) days' annual leave will be awarded.

I

Annual leave days should
I•

be scheduled during the month of July unless otherwise approved by the
superintendent.

Annual leave days are noncumulative and will be unreim-

bursed upon termination of employment.
File GCC:

Professional Staff Recruitment.

A quality education

system in any school system is dependent upon the employment and retention of the best qua Ii f i ed profess i ona I personne 1 ;

This can be accom-

p 1 i shed by giving careful consideration to qualifications of personnel
and by pr.oviding adequate salary schedules, adequate facilities, and
pleasant working conditions.
The board encourages young men and women to enter the teaching
profession in this community and to make it their•career.

Currently

empl-0yed personnel share a responsibi]ity for supporting this position.
Tea.cher recruitment and selection are the responsibility of the
superintendent.· Professional personnel must be approved by the superintendent and.recommended to the board for election.

Principals and super-

visors will assist, when needed.
The board employes professional personnel without regard to race
or creed.

Factors which influence selection of professional personnel ·

are training and certification, professional ~ompetence, personality and
compatability, suitability for the position, and professional attitude.
Other factors taken into consideration are successful student teaching

in Rowan County, successful substitute teaching in Rowan County, number
of years the application has been on file, an·d residence in Rowan County.
File GCCA:

Professional Staff Vacancies.

When vacancies occur

in new or existing positions, such vacancies will be communicated to thfr
principal·.

He, in turn, will notify teachers and others who.possess

qualifications for the position.

'.

First consideration will be given to

qualified applicants among current employees who have exhibited meritorious job performance in present positions.
F.i le GCDA:
Activity Motion.

Employment by the Board before the Onset of Work
The superintendent has the authority to fill positions

temporarily pending a board meeting,

Otherwise, certified and noncerti-

fied personnel shall begin work only after official employment by the
board.
File GCEB:

Substitute Teacher Pay.

The superintendent shall

authorize a substitute teacher's pay to be adjusted from the substitute
salary schedule to the regular salary schedule after substituting for
one·month--twenty (20) concecutive days--or more, in the same class.
These days will not be interrupted if the substitute teacher is absent
due to a death "in the family, sickness, or other extenuating c i rcums tances, that are approved by the superintendent.

A substitute teacher

m~st, however, teach at least twenty (20) days before becoming ~ligible
for ful 1 pay.
File GCJ.:

Professional Staff Time Schedules.

day shall consist of a six-hour i·nstructional period.

A teacher's work
In addition to

instruction time, the principal has the authority to require teacher
assistance in the supervision of students, extracurricular activities,
and attendance at staff meetings.
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Fi le GCKA:

Professional Staff Extra Duty.

It is the philosophy

of the board of education that the school system attempt to meet the
needs of all children.

The teaching staff is responsible for performing

non-teaching duties necessary to ensure the rights, privileges, conduct,
and safety of students.

Therefore, the· board delegates to the adminis- .

'.

trative staff the responsibility of specifying non-teaching duties to be
performed by teachers.
Fi le GCKAA:

Professi'onal Staff Enforcement of Dlscipl ine.

Teachers are responsible for discipline, for promoting the best interest
of pupils, and for the general welfare of the schools.

If order can be

secured by less sev,ere measures, corporal punishment shal 1 be avoided.
Teachers shall be firm and consistent in discipline procedures.

At the

same time, they shall be courteous and kind and refrain from sarcasm,
hasty action, and personal ridicule.
File GCKAB:

Maintenance of Records by Professional Staff.

In

addition to records required by law, teachers shall keep those records
stipulated by the superintendent and principal.
be made promptly and accurately.

Required reports should

Monthly reports for the last month of

school must be completed, presented to the principal, and properly
verified, before teachers are paid their final salary.
Fi le GCL:

Professional Staff lnservice.

Today.'s dynamic and

rapidly changing society, with its tremendous accumulation of new knowledge in addition to obsolescence in some areas of practice, makes it
imperative that staff members--teachers, clerical, technical, maintenance, and administrative--be engaged in a continuous program o_f professional growth.

Thus, teachers will be more qualified to provide a
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quality educational program for the students served by the Rowan County
School District.
A program of inservice training shall be established to provide
an opportunity for the continuous professional and technical growth of
teachers in the Rowan County School District.

As a result, staff members

'.

will become familiar with new developments, changes, and improved methods
of practice in their specialized fields.
By employing administrative and'management techniques consistent
with modern management, the administr~tive staf.f wi 11 provide leadership
to staff members in making maximum contributions to the school district's
effort of providing a quality educational program for all students.
Filj GCLA:·

Professional Staff Conferencjj and Visitations:

Pro-

fessional leave, with pay, may be author,ized by the superintendent for
personnel to attend state, r_egional, and national meetings.

The number

of professional leave _days allowable shall be left to the discretion of
the superintendent and is subject to budgetary limitations for employing·substitutes and reimbursement for travel, meals, and lodging.
File GCLA-E: ·Application for Professional Leave.

The Applica-

tion for Professional Leave appears in Exhibit 13 on page 90.
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EXHIBIT 13
FILE GCLA-E:

APPLICATION FOR PROFESSIONAL LEAVE

NAME _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _SCHOOL_ _ _ _ _ _ __
REQUESTS PERMISSION TO ATTEND

-------------------

LOCATION

-----------------------------

PURPOSE OF THE MEETING

---------------------DATE (S)
-----------------------------

ARE COVER PERSONNEL AVAILABLE FOR YOUR CLASSES?

------------

WILL YOU NEED A SUBSTITUTE?

-------IF

SO, FOR WHAT DAYS Will YOU

NEED A SUBST ITUTE?

------------- -----------

WI l l EXPENSES BE PAID BY:

/ / Rowan County Board
/ / Other (Specify)

------------

Request made by----(T_e_a_c_h_e_r.,..)_ _ __
Reconmended by
-------,.(-=--P-r.:, n-c-:-i_p_a-=--1.--)- - App roved by_ _ __,.------...----(Super i ntendent)

(Reference:

File DLC and Fi le GCLA)
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File GCN:

Evaluation of Profes,ional Staff.

The superintendent

shal I be responsible for the evaluat'ion of the teaching staff and other
certified personnel.

He shall develop procedures and delegate responsi-

bi I ity in this area.

Each certified 'staff member shal I be evaluated by

the superintendent before being recolllf!lended for tenure.
File GCPCA:

Retirement in Another School System.

'.
A teacher who

has r.etired from another school system shal I be recommended for employment by the superintendent only if there is no other acceptable candidate for the position.
File tCPD:

Suspension of Professional Staff Members.

In a

situation where the safety of students is involved, or where the actions
of a teacher interfere with the normal operation of the school, the
superintendent has the power of suspension.
On recommendation of the superintendent, the board of education
may suspend a teacher pending final action to terminate the contract if,
in its judgement, the nature of the charges against the teacher warrants such action.

If the decision of the board after the hearing is

against termination of the contract, the suspended ~eacher shall be
pai~ his/her full salary for the suspension period.
File GOA:

Nonprofessional Personnel Job Descriptions.

All

nonprofessional personnel job descriptions are listed in the job description section of the board's policy manual.
File GDAA:

Appointment• of Head Cooks.

Annually, at the board's

regular June meeting, necessary head cooks shall be recommended by the
superintendent and appointed by the board.

They shall perform the

duties designated by the superintendent, the lunchroom supervisor, and
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the pr.incipal of the school.

Head cooks shal 1 be responsible to the

lunchroom supervisor and to the principal".
File GDAB:

Appointment of Assistant Cooks.

The lunchroom super-

visor shall appoint assistant cooks for the efficient operation of the
lunchroom.

Assistant cooks must be.approved by the superintendent and , ,

by the board of education.
File GDAC:

Appointment of Mechanics.

Bus mechanics shall be

employed by the board of education upon the recommendation of the superintendent.

They are directly responsible to the transportation super-

visor and shall perform duties· assigned by the superintendent and by the
transportation supervisor.
File GOAD:

Paraprofessional Job Descriptions.

All para-

professional job descriptions are listed in the job description secti_on
of_ the board's policy manual.
File GDAE:

Appointment of Clerks.

appoint and remove clerks at his discretion.

The superintendent may
The number and the

salaries of clerks shall be determined by the board.
File GDBD:

Classified Sick Leave.

Sick leave for classified

personnel is authorized at five (5) days per year.

This leave is cumu-

lative to twenty (20) days.
File GDBE:

Classified Holiday Schedule.

Classified personnel

in the Rowan County School System shall receive the following paid holidays:

Labor Day, Thanksgiving, Christmas, and New Years.

If Christmas

and New Years fall on a weekend, classified personnel are entitled to
the previous Friday or the following Monday off.

Employees working dur-

ing the month of July will also receive Independence Day as a paid holiday.
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•File GDPB:

Classified Resignations.

Written resignations of

classified personnel shall be submitted to the superintendent at least
ten (JO) working days prior to termination of employment.
Fi le I:

Instructional Program
File I provi~es a repository for statements on the total curric••

ulum.

This section reflects the board's philosophy, goals, and objec-

tives toward education. _Seven descriptors were used in File I to develop
'

'

policies on the instructional program in Rowan County.
File ICA-E:

1980-1981 Rowan County School Calendar.

The calen-

dar for the 1980-1981 school year and options for making up days missed
due to inclement weather·appear in Exhibits 14 and 15 on the following
pages.
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EXHI BI T 14
FILE ICA-E:

'

1980-1981 ROWAN COUNTY SCHOOL CALENDAR

First month begins August 8; ends September 4
August 8: Mini-session i nservice
August 11 and 12 : lnservice
August 13 and 14 : Students report to schoo l
August 15: Opening day
September 1: Hol i day

3
1
1
15

Second month begins September 5; ends October 2

20 Days t a ught

Third month begins October 3; ends October 31
October 16: l nservice
October 17: EKEA (not in ca l endar)

1 lnservice
19 Days taught

Fourth month begins November 3; ends December 2
November 4: Election day (not in calendar)
Novembe r 27: Holiday
November 28: (not in calendar)

l Ho 1 i day
19 Days taught

Fifth month begins December 3; ends January 9
December 25 and January 1: Holiday s
Decembe r 22, 23, 24, 26, 29, 30, 31, and
January 2: (not in calendar)

2 Holidays
18 Days t a ught

Sixth month begins January 12; ends February 6

20 Days taugh t

Seventh month begins February 9; ends March 6

20 Days taught

Eighth month begins March 9; ends April 3

20 Days t a ught

Ni nth month begins April 6; ends May 12
April 9 and 10: KEA (not in calendar)
April 13 through 17 : Spring break (not in
calendar)

20 Days taught

Tenth month begins May 13; ends May 19
May 19 : Closing day

lnse r v i ce
Opening day
Ho liday
Days taught

4 Days t a ught
Closing day
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EXHIBIT 15
FILE ICA-E :

OPTIONS FOR INCLEMENT WEATHER

During any week in which one or more days are missed, school will
be taught on the following Saturday providing school was in session on
the preceding Friday .

However, if the percentage of attendance on

Saturday should drop below 80 percent this option will be discontinued.
These additional options are suggested for making up teaching
days :
1.

From 1 to 9 days behind the school calendar, extend
the school year to May 30 and have closing day on
Saturday

2.

From 10 to 11 days behind calendar, change spring break
to KEA week

3.

From 12 to 14 days behind calendar, cancel spring break

4.

From 15 to 17 days behind calendar, teach two Saturdays
in March and one in April (not consecutively)

5.

From 18 to 22 days behind calendar, extend school day
36 minutes for ten weeks

6.

From 23 to 27 days behind calendar, apply for calamity
days

7.

For 28 days or above, use other emergency procedures

(Reference:

File ICA-E)

File IGAA:

Community Education.

The Rowan County Board of

Education recognizes that schools belong to the people and should be used
by the people to provide for their needs and desires.

The aim of the

Rowan County Board is to provide and to promote alternate activities that
could combat vandalism, juvenile delinquency, crime, and other school-

.

'

community problems.
Therefore, the board is devoted to working with the citizens of
Rowan County to develop and implement the.following:
1.

A means of putting the ideas, wants, and needs of the
people back into the educational system that serves
them

2.

A means of providing academic, vocational, recreational,
enrichment, and leisure-time educational experiences to
community members of all ages

3.

A means of cooperating with other educational agencies
serving the community in achieving goals and identifying responsibi 1 ities and -voids in services as presently
provided

4.

A means for community members to understand, to evaluate, and to attempt to solve basic human needs

5. · A means to involve ·the schools in the community and the
community in the schools for mutual benefit
File IGAD:

Career Education.

The Rowan County Board of Educa-

tion recognizes, endorses, promotes, and supports the development and
imp_lemf!ntation of career education according to the guide! ines and regulations submitted by the Kentucky State Department of Education.

A

detailed plan for career education is to be developed and is to be
implemented in compliance with state guidelines and regulations.
File IGAG:

Drug Education and Drug Use.

It is the responsibility

of the Rowan County Board to safeguard the health, character, citizenship,
and perspnality development of students.

As the use of controlled drugs
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constitutes a hazard- to students, the Rowan County Schools shall establish and provide a kindergarten through twelve (K-12) curriculum relating
to the_ effects of drugs.

They shal 1 es tab I ish and maintain operational

procedures which control detection of·possible use of drugs within the
school system.

'.

Procedures shall be established and mafn"tained to obtain proper
assistance fo.r students using control led drugs.

Appropriate procedures

for adhering to the legal requirements relating to controlled drugs
shall also be established and maintained.
The board will cooperate with local, state, and private agencies
involved in health problems relating to drug usage.

They shall provide

reasonable measures in safeguarding the health of students against the
use or possession of controlled drugs.

Finally, they shall establish

and maintain a continuing inservice education program for teachers, with
specific emphasis on the recognition of behavior brought on by drug use
and the immediate steps that should be taken to bring problems to the
attention of school authorities.
File 1GB:

Special Instructional Programs and Accommodations.

At

its discretion, the board may maintain upgraded classes or opportunity
schools. ·Students shall be assigned to these classes when school officials determine it is necessary and appropriate.
File IGBA:

Programs for Exceptional Children.

The Rowan County

Board of Education recognizes the need for programs for exceptional
children and commits itself to providing the most appropriate public
education possible according to the rules and regulations developed at
the state and federal levels.
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File IGBJ:

Right to Read Program.

The Rowan County School

District affirms the importance of reading as a fundamental element of
the educational program and will give due consideration and appropriate
commitment to the improvement of reading in the educational program.
The board shall select a consultant/leadership team of five (51

'.

elementary reading personnel, including a person designated as reading
liaison to act as a contact person.

The team will serve as consultants

for inservice training and workshops which shall be documented and
evaluated within the school system.
File IGD:

Extracurricular and Auxiliary Organizations.

Extra-

curricular and auxiliary organizations shall be developed _within the
schools at the discretion of the principal and with the approval of the
superintendent.

The activities of these organizations shall be under

the jurisdiction and control· of the building principal.

The principal

shall establish and maintain a system for accounting for receipts and
disbursements of group funds.
File IGDB:

Student Publications.

Countywide circulation of

school papers and written notices must be approved by the superintendent.
The circulation of written materials within an individual school shall
be left to the discretion of the principal.
File IGDF:· School Activity Fund Management.

The Rowan County

Board of Education hereby authorizes the establishment and maintenance
of a school activity account at· each of the schools in the district.
The administrator of the school shall be responsible for the proper
management of each school's activity account according to provisions of
state law and appropriate accounting procedures.

Monies collected shall
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be deposited in the school's activity account at a local bank.

Disburse-

ments from this account shall have the approval of the administrators
responsible for the account.
The annual school district audit shall include high school student organization funds.
funds.

Payment for the audit shall be from district

Elementary school activity fund audits shall be conducted by a

C.P.A. appointed by the board.
Reserves should be limited to estimated amounts necessary for
the beginning of the following year's operation.

Monies raised by stu-

dent organizations must be expended for the benefit of these students.
File IGDJ:

Athletic Program.

The athletic program shall be the

responsibility of the coach, principal, and superintendent and shall be
operated within the rules and regulations of the Kentucky High School
Athletic Association.

Whenever possible, games shall be scheduled with

nearby schools during weeknights to allow students to be home at an
earlier hour.
File I IAA:

Textbook Selection and Adoption.

The superintendent

shall develop a procedure for the selection of textbooks.

He shall

recommend to the board the textbooks to be used in the Rowan County
School District.
File I ICA:

Field Trips.

At least one week prior to scheduled

use, student groups qualifying to use school buses for field trips or
school-related activities shall submit written request to the superintendent (See File EEAD).

If the bus is tti go out of the state, the

•request shall be presented at least three (3) days before the regularly
scheduled board meeting.

Written request must state the purpose of the
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trip, the date, and the time of departure and return.

(See Exhibit 7 for

Field Trip Request Form).
File IKA:

Grading System.

The Rowan County Board of Education

endorses the use of the following marking system for·student grades:
(1) an "A" is superior, (2) a

11

811 is abov~ average, (3) a "C" is averag'i'·,

or fair, (4) a "D" is poor, and (5) an "F" is failure.
File IKE:

Promotion of Students.

Any student believed capable

of advancement shall be recommended for promotion by the teacher or the
principal.
File IKEA:

Social Promotion.

A principal or teacher may

recommend to the superintendent an elementary student for promotion
whose grade in one or more basic subjects is unsatisfactory, if promotion
seems best for the student.

In such cases, the student's age, health,

industry, past opportunities, and possible future opportunities shall be
considered.
File IKF:

Graduation Requirements.

be required for graduation from high schoo I.

Eighteen (18) credits shall
A credit represents the

work accomplished by satisfactorily pursui_ng_ one subject five recitation
periods a week for one school year.

Each student who expects to graduate

must meet the minimum standards in the courses he selects.

Students who

fail a required subject shall repeat that subject unless special permission for a substitution is obtained from the principal.
File IKF-R:

Regulations for Correspondence Courses.

The

regulations for correspondence courses appear in Exhibit 16 on page IOI.
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EXHIBIT 16
FILE IKF-R:

REGULATIONS FOR CORRESPONDENCE COURSES

The following guidelines are to be implemented for students
taking correspondence courses at Rowan County High School beginning with'
the 1979-1980 schoo l year:
1.

Correspondence credit will be allowed for students who
need to make up failures in regular classes.

2.

Students making an 11 F11 should first try to schedule a
repeat of the course at schoo 1. If the student I s
schedule limits rescheduling, the student's request
for correspondence will be evaluated.

3.

Students needing to enroll in correspondence courses
will be allowed to do so upon the comp l etion of the
junior year.

4.

Correspondence courses shall be limited, whenever possible,
to elect ive classes and not required courses.

S.

Consideration shall be given only in hardship cases for
correspondence as a means of early graduation.

6.

Finals in correspondence courses will be administered by
the department head in a particular subject area or by
an appropriate faculty member appointed by the department head.
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File INDA:

Patriotic Exercises.

It shall be the responsibility

of each classroom teacher in the Rowan County School System to provide
an opportunity during the first-period class, or homeroom, for each
chi Id to participate in the Pledge of Allegiance to the American Flag i.n
compliance with regulations developed by the superintendent.
File INDA-R.
P.ledge of Allegiance.

Regulations for Implementing the Policy on the
The regulations for implementing the policy on

the Pledge of Allegiance are stated in Exhibit 17 on page 103.

' '
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EXHIBIT 17
FILE INDA-R:

REGULATIONS FOR IMPLEMENTING THE POLICY ON
PLEDGE OF ALLEGIANCE

The 1980 General Assembly requires that each board of education•
develop policies and procedures whereby each student in the public
schools will be permitted the opportunity to participate in the Pledge
of Allegiance to the Flag.
The following procedures are to be followed by each classroom
teacher in the Rowan County School System:
1.

The opportunity to participate in the Pledge of
Allegiance to the Flag will be made available during
the first period of the day . If homeroom is the first
period of the day, then the Pledge will be given during
this time; if homeroom is later in the day, the Pledge
will be recited during the first period class.

2.

Students participating in the Pledge to the Flag should
stand at attention by their desks, face the Flag, and
place their right hand over their heart. If no Flag is
a v~ilable, s tudents should face the front of the room.

3.

The teacher may lead the Pledge or seek student volunteers to lead it. The Pledge should be recited aloud
and in a mannerly fashion.

4.

Hats or caps should always be removed during the Pledge
to the Flag.

S.

Student s who object to Pledging Allegiance to the Flag
on re ligious or other grounds should bring a note from
parents stating this objection and the basis for it .
Those who do not participate may remain seated or stand
silently while others are participating.

If situations arise that are not covered in the above procedures ,
the classroom teacher is instructed to use his/her best judgement in
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deciding what i s proper.

If the situation has implications for other

students, the teacher shall notify the principal and/or the superintendent for his recommendation.

I •

(Reference :

File INDA)
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File INHA:

Use of the School Telephone.

Students and teachers

may be called to the telephone during school hours for incoming calls only
when authorized by the principal or by his designee.

Pupils must secure

permission from the principal, or his designee, before using the school
phone.
File J:

.'
Students
The section of the policy manual dealing with the student popu-

lation is File J.

Major categories in this section concern attendance,

discipline, welfare, activities, and records.

There were many student

policy needs in the Rowan County District.
File JE:

Student Attendance.

Students shall be required to

attend school regularly and punctually, and a written excuse shall be
required for absence or tardiness.
File JEA:

Compulsory Attendance Ages.

Every child between the

ages of five (5) and eighteen (18) years, whose parents, or guardians,
are .legal residents of the Rowan .County School District, may attend the
Rowan County Schools without payment of tuition fees.

To be admitted to

kindergarten, a child must be five (5) years of age on, or before, the
first day of September.

If his birthday occurs between September 1 and

December 31, his parents may petition the State Board for Elementary
and Secondary Education and file procedures for early entrance.
To be admitted to the first grade, a child must be six (6) years
of age on, or before, the first day of September.

If a child attended

kindergarten during the previous school year and will be six (6) on, or
before, the following December 31, he is also eligible for the first
grade.

If his birthday falls between September 1 and December 31 and
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he did not attend kindergarten, his parents may petition the Board for
Elementary and Secondary Education and file procedures for early entrance.
File JECB:

Admission of Nonresident Students.

Children whose

parents, or guardians, 1 ive outside the 1 imits of the Rowan County School·
District can be admitted to the Rowan Coun-ty Schools by paying the board
$500 per year provided a transfer contract is not signed and provided
the school they wish to attend is not crowded.

..

Under certain conditions,

the superintendent and members of the board may waive tuition payment.
If the board requires tuition, it shall be paid semiannually.
The principal shall- give sufficient notice to the parents, or guardians,
of these students as to the amount and the method of payment.

If the

money arrives late, the case shall be reported to the board by the superintendent.
File JECC:

Assignment of Students to Schools.

Students shall

attend school in the district in which they live unless special permission is granted·by the superintendent or board of education.
File JECE:

Student Withdrawals.

Students should give notice

to the principal when they withdraw from school or move to another
school district.
File JFC:

Student Conduct.

Student behavior in the Rowan

County Schools is based on respect and consideration for the rights of
others . . Students shall receive a publication listing school rules and
r~gulations.

These rules shall be developed cooperatively by the

faculty, administration, and representatives of the student body.

The

publication must be filed with the Rowan County Board of Education.
Restrictions on student behavior must be directed to speech or action
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which disrupts the work of the school, or interferes with the r_ights of ·
other students.
Students shall be held accountable for the rules and regulations
of the school.

They are responsible for behaving in a manner appropriate

to good citizenship.
File JFCA:

.
Student Dress Code.

.

Students are expected to be

appropriately clothed and properly groomed.
File JFCB:
Property ..

Student Vandalism, Theft, or Destruction of School

A student involved in vandal ism, theft, or destruction of

school-owned property will appear with parents, or guardians, before
the proper school authorities, or the Rowan County Board of Education,
and cooperate with the board and law enforcing officers in the identification and prosecution of accomplices.

With the assistance of parents,

or guardians, the student will make 100 percent restitution before consideration for readmission to school.
File JFCC:

Student Conduct on School Buses.

The bus driver shall

coop.erate in enforcing regulations governing the conduct of students while
being transported by bus.
File JFCG:

Student Smoking.

Smoking by students is limited to

areas designated by the principal.
File JFCI:

Student Drug Abuse.

Any student possessing, traf-

ficking, indulging in, or under the influence of alcohol, ·narcotics, or
any hallucinatory. drug must comply with two conditions before readmission
to school.

He shal 1 sign a notarized affidavit stating the time, place,

and from whom the drugs were received.

The individual and parents, or

guardian, must cooperate with the school board and/or law enforcing
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officers in the arrest, identificati_on, and prosecution of the person
from whom drugs were obtained.
File JFCK:

Persistently Troublesome Conduct.

Persistently

troublesome conduct by a pupil, consisting of a series of minor offenses,
may be dealt with as a major offense· in order to prevent disruption of

..

school operation.
File JFG:

Student Interrogation and Searches.

Desks and lockers

are public property and Rowan County School authorities may make reasonable.regulations regarding their use.

If there is reasonable cause to.

believe prohibited articles or Jlli3terials are being stored, school officials may inspect desks and lockers.
File ·JFH:

Student Complaints and Grievances.

Students have

both the right and the responsibility to express school-related concerns
and grievances to the administration.

Any student, or·grqup of students,

shall request a meeting time and place with the school principal for the
discussion and consideration of a grievance.
designated by the principal.

The time and place will be

One faculty member of the student's choice

may be present at the meeting.
File JFI:

Student Demonstrations and Strikes.

The Rowan County

Board of Education is required to provide proper school facilities and
to maintain an appropriate program of instruction.

Furthermore, it is

required to bar any disruption of ·the schools, or interference, with
their normal operation.

The fol lowing steps sha.11 be taken in the event

of any disruption of the normal operations of the school:
1. -The disruption shal 1 be brought to the immediate attention of the superintendent, or his designee, by the
administrative head of the school. At his discretion,
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the superintendent shall have the authority to alert the
pol ice •
. 2.

Students participating in a disruptive demonstration
shall be directed by the principal, or his designee,
to go to their regular classroom assignment. If feasible, the principal will arrange for a meeting between
the administration and the individuals, or leaders, of
the group to discuss the problem which has caused the
disorder.

3.

Nonstudent demonstrators and other unauthorized persons
will be directed by the principal to leave the building.

4.

If these steps fail to stop the demonstration, the
superintendent, or his designee, will ask the police
to remove the demonstrators and any individual failing
to comply with the request to leave the school grounds.

5.

If necessary for their safety, students and staff may
be directed to leave the building and school property.

6.

As soon as normal educational and business processes
can be resumed, the superintendent shall be charged
with establishing communications with the leaders of
the protesting group in order to resolve their requests,
or to refer them to the board.

].

Stud~nts and/or employees participating in a disruptive
demonstration on school grounds will be subject to suspension.

File JFJ:

Student Moral Turpitude.

If any pupil, in and of the

Rowan County School District, is ·convicted of any offense invo.lving
moral turpitude in any court of proper jurisdiction, he may be suspended
or expelled by the board upon the filing of a certified copy of the
convict-ion· judgement.

The board shal 1 hold a hearing to determine

whether the pupil shall be suspended or expell~d.

The only issue before

the board at the hearing shall be any facts regarding litigation.

Due

notice of the time and place of a hearing shall be given by registered
mail to the pupil and his parents.
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File JG:

Student Discipline.

The principals. and teacher~ shall

enforce rules for school and class control as established by the administration.

Control of pupil conduct shall be consistent with policies of

the board, applicable state laws, and state board of education_ regulations.
Fi le JGA:

Corporal .Punishment.

.

.

The Rowan County Board of Educa-

tion recognizes the right of school officials to discipline students by
reasonable corporal punishment.

However, specific procedures must be

followed in using corporal punishment.

Except for those acts of miscon-

duct which are so antisocial, or so disruptive ir nature, as to shock the
conscience, corporal punishment may never be used unless the student was
informed beforehand that.the specific misbehavior could warrant it.

It

should never be employed as a first line of punishment for misbehavior.
The requirements of an announced possibility of corporal punishment and
an attempt to modify behavior by an alternate means will assure that the
child has clear notice and that certain behaviors subject him to physical
punishment.
A teacher, or principal, must punish a student corporally in the
presence of a second school official.

This official must be informed in

advance as well as in the student's presence the reason for the punishment.

The student need not be afforded a formal opportunity to present_

his side of the problem to the second official.

After the punishment

has been administered, the princiapl is obligated to provide the child's
parents a written explanation of his reasons for the action and the name
of the witness when requested.
File JHEB:

Indigent Children.

The socia.1 worker, or director

of pupil personnel, shall visit the home of indigent children.

It will

11 1

then be determined whether or not they are worthy of, or in need of
assistance, in getting books and school supplies.

This information shall

be submitted to the superintendent.
File JHF:

Student Safety.

Th_e safety of every boy and girl is

a matter of serious concern at a 11 ti mes.

..

To assure the safety of chi 1-

dren while attending school, or under school supervision, school. buildings and equipment (including buses) will be regularly inspected for
health, fire, and safety hazards.

It is the responsibility of the class-

room teacher to see that the students are under supervision at al 1. times.
In each school, rules will be implemented to safeguard against accidents
in· buildings and on the playgrounds.
F.ile JHFA:

Supervision of Students.

Only students involved in

school activities and under the direct supervision of a faculty member,
or other approved school personnel, wi 11 be permitted in. the school
building.
File JHFAA:

The School's Responsibility for Students.

Students

are under the direct authority of the principal and teachers while in
school and under their indirect authority while going to and returning
from s choo 1 .
File JHFE:

Students Leaving School Grounds.

Students will be

allowed to leave the building for errands connected with school work if
the request is made by the teacher and approved by the principa), or
his designee.
File JK:

Students Working During School Hours.

Students under

eighteen (18) years of age will be permitted to work during the school
day on a released-time basis provided. they secure the approval of the
principal and obtain a work permit from the superintendent's office.
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All student work must comply with child labor laws.

Students and their

employers must observe the regulations set forth in Kentucky Chi Id Labor
Laws.
Minors fourteen (14) and fifteen (15) years of age may work

..

between 7:00 a.m. and 7:00 p.m. and between 7:00 a.m. and 9:00 p.m. from
June 1 through Labor Day.

They may work no more than eight (8) hours a

day and forty (40) hours a week when school is not in session.

They may

work no more than t~ree (3) hours on a schoo 1 day_ and eighteen ( 18) hours
a week when schoo 1 is in s'ess ion.

They sha 11 work no more than six (6)

consecutive days.
Minors sixteen (16) and seventeen (17) years of age may work
between 6:00 a.m. and 10:00 p.m., Monday through Thursday, and on Friday
and Saturday between 6:00 a.m. and 12 midnight.

They may work.no more

than eight (8) hours a day and forty-eight (48) hours a-week when school
is not in session.

They may work no more than four (4) hours on a

school day and thirty-two (32) hours a week when school is in session.
They shal I work no more than six (6) consecu•tive days.
Fi le JKA:

Work Permits.

The director.of pupil personnel shall

make preliminary investigations for the issuance of labor permits.
director will determine if they should be awarded.

The

Then he/she will

exercise general supervision over pupils who are out of school on work
permits.

Work permits are available, through the superintendent's

office, to children ages fourteen .(14) through seventeen (17).
File JL:

Student Contributions and Solicitations.

The consent

of the superintendent must be obtained for all solicitations and contributions within the schools of the Rowan County School District.
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File JN:

Student Fees.

Fees will not be charged to any pupil

for enrollment in, completion of, or full participation 'in any regular
public school program, grades one (1) through eight (8), or in a course
required by the State Board of Education.for high school graduation.
This excludes fees for items of personal attire, use of musical instruments, or for mate~ials, or equipment, which shall remain the property
of the pup.I 1.
File JOA:

Family Rights and Privacy Act.

A request to review

and to inspect the record·s of a pupi 1 currently in· attendance, or who
· has attended the Rowan County School System, sha.11 be submitted in
writing to the superintendent.

The superi•ntendent shal 1 react to the

request within forty-five (45) days.

The response to the reques't shal 1

specify the procedure to be followed as well as the place and time the
review is to take place.
The Rowan County Board of Education will' permit the following
persons or organizations to review and to inspect student records without the written consent of the parent of the student:
1.

Parents of students, when under eighteen (18) years of
age, currently attending Rowan County Schools

2.

Parents of students under eighteen (18) years of age
who have previously attended Rowan County Schools

3,.

A current, or former student, who is eighteen (18) years
of age or older

4.

Any school official, including teachers wi_thin the district, who has been determined by the super.intendent,
or his designee, to have a legitimate educational
interest in th'e student

5.

Approved officials of another school or school system
in which the student seeks, or intends, to enroll
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6.

Any governmental official of another school, or school
,system, in which the student seeks· or intends to enrol 1
Accrediting organizations in order to carry out their
accrediting function

7-

A request to review and inspect a student's records by person(s)

.

other than the person whose records are to be reviewed, and by personnel
other than those enumerated, shall require the written consent of the

..

student's parent.·
Each principal shall maintain a record of all requests to review
and to inspect student records.

This record shall contain the person's

name, address, time, and date of inspection and the name of the pupil
whose records were inspected.
A dated sheet shall be filed in each student's file.

This record

shal 1 contain the signature of the person inspecting the re.cords, his
address, the date, and the purpose of each inspection.

The parent of the

student, or the eligible student, shall have access to this record.
The parent of the student, or an eligible student, who beli~ves
that information contained in the student's education records is
inaccurate or misleading, or violates the right of privacy, or other
rights of the student, may request the district superintendent to amend
the records.
File JOB:

Lists of Students.

Permission to release lists of

students' names to any person or group--for any reason--must be secured
from the superintendent.
File K:

General Public Relations
File K deals with statements on the board's relations with the

general public.
developed.

Of the descriptors provided in this section, five were

They are as follows:
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File KB:

Public Information Program.

Through newspaper and

radio, the board bf education shall attempt to keep the public infor-med
of policies, operational objectives, and successes and failures of the
schools.

In addition, the board shall provide a means of furnishing

full and accurate information, favorable or unfavorable, together with
interpretation and explanations of the school district's plans and
programs.
File KBA:

Open Records.

Records of the Rowan County School

District, except those specifically exempt by this regulation and
Kentucky statutes, are open to pub] ic inspect-ion at the office of the
superintendent, or other offices, or _locations where records are ~oused
throughout the district.

The office of the Rowan County Board of

Education and its offi c i a 1 record cus tad i' an, the superintendent of the
Rowan County School District, is located at 118 University Boulevard,
Morehead, Kentucky.
Persons desiring to examine or obtain copies of records not
exempt from public disclosure by the provisions of this regulation and
Kentucky statutes, may do so during the regular working hours of the
principal 's office which are from 8:00 a.m. to 5:00 p.m., Monday through
Friday, or during the regular working hours in any of its suboffices,
or operational locations within the districi, upon submission of a
written application requesting the desir~d information.
Written application shall be made to the record's custodian, or
his designee, and shall be specific in the description concerning the
information desired so that it can be easily identified.

Application for

information that is global in nature and cannot be directly related to

1 I6

a specific purpose will be denied.

Reasons for refusing requests will be

stated in writing.
Fees for copies, or reproduction, shall be paid in advance by
cash, check, or money order payable to the Rowan County Board of
Education.

Al I records of the Rowan County School Dis'trict are open to

public inspection with the exception of:
I.

Those records which relate to impending acquisition of
properties

2.

The results of any student tests, examination, psychological as?essments, or measures of aptitude, which may
be personally identifiable or used to individually characterize a person

3.

Personnel data which would be a breach of the right to
privacy and which may be used to personally characterize
an individual

4.

Preliminary working papers designed to provide the background study necessary to policy formulation, promulgation, regulations, or development of personnel administration practices and procedures

File KG:

Community Use of School Facilities.

In order to

enhance goodwill between the Rowan County Schools and the community, the
board shall grant and encourage maximui use of school facilities to
responsible and properly organized Rowan County District groups for the
purpose of education, recreation, and entertainment.

Approval may be

given for qualifying, as noted above, except for those activities which
result in personal or corporate gain.
File KGA:

Use of Buildings.

Use of a school buildin~ shall be

granted for activities outside the school only upon approval of the
superintendent, or his designee.

After permission is secured, arrange-

ments must be made with the· principal of the school for a. suitable date
of use.

Satisfactory janitorial services must be arranged.
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File KGB:

Use of School Facilities.

The Rowan County Board of

Education recognizes that school property is often the only suitable
location for meetings in a community.

School personnel are urged to

cooperate in making school facilities available for use by organized
civic and other organizations.

.

Public school activities shall have priority of use.
public school-related activities will have second priority.

Then,
If the

facilities are not being .used by; these groups, they may be secured for
other commun·i ty activities.
Activities or programs shall not be scheduled, or pefmitted,
solely for individual profit.

Use of school bui ]dings and faci 1 ities

must be·approved and scheduled by the building principal, or the superintendent.

Activities on school property must be sponsored by a

responsible organized group with an adult serving as legal sponsor.
Buildings. and facilities may be used only if a principal, member
of the school staff, custodian, or other authorized person is in attendance.

Only the board can charge for the use of facilities.

However,

custodians shall be paid by the organization using_ the building.

They

shall be paid the minimum wage per hour for hours actually worked provided the custodian is not being paid for services in connection with
school activities.
File KGB-R:

Regulations for.Community Use of School Facilities.

Regulations for the use of school facilities are outlined in Exhibit 18
on page 118.

.
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EXHIBIT 18
FILE KGB-R:

REGULATIONS FOR COMMUNITY USE OF SCHOOL FACILITIES

Outside groups must agree with the following conditions in relation to the use of school facilities:
1.

Sponsors shall see that all doors are closed and
locked after their group has entered, and will be
responsible for any unauthorized persons that enter.

2.

Sponsors not request ing a cafeteria, or a custodian,
must obtain a key for opening the facility and return
the key i1TV11ediately after the activity. Sponsors are
responsible for the keys at all times, and should not
delegate their use to anyone else.

3.

Sponsors will see that no persons are on the school
premises before or after the hours requested.

4.

Alcohol and drugs are not to be used on the premises.

5.

Sponsors must assume responsibility for damage, or
disfiguration, that may occur while using the facility.

6.

Facilities must be left In the same condition as they
were found.

].

Sponsors will assume responsibility for the conduct of
persons present at the activity, shall be the first to
enter and the last one to leave, and will assume responsibility for locking and securing all doors.

8.

Persons, or groups, violating any of these conditions will
be denied further use of the facility.

9.

The Rowan County Board reserves the right to revise, or
revoke, any of the conditions at any time they determine
necessary or justifiable.

(Reference:

File KG and File KGA)

I •
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File Kl:

Public Solicitations·of Students.

The Rowan County

Board of Education shall strive to safeguard the students and their parents from money-raising projects by outside organizations, commercial
enterprises, and individuals.

With the exception of school-sponsored,

or school-approved parent-teacher activities, outside· organizations
shall not be permitted to advertise events through tne school, or have
the children sell items.

All information, advertising, tickets, and other

materials permitted must bear the sponsor's name.
File KIA:

Petitions.

natures in any county school.

Petitions shall not be circulated for sigAgents, or other persons, shall not be

allowed to enter.the school premises for the purpose of taking subscrip_tions, or exhibiting any articles for sale to the teachers, or pupil~.
File KK:

Visitors.

Visitors to any school shall be admitted ·

on_ly through the principal 's office with his consent.
File M:

Relations with Other Education Agencies
File M p~ovides for policY, statements which concern a district's

relationships with other education agencies.

This includes relation-

ships with other districts, regional, or service districts, private
schools,_ colleges and universities, educational research organizat·ions,
and state and national education agencies.
Rowan County's policy in this area involves the student teacher
internship program with the local university:
File MEA:

Student Teachers and Internships.

Student teachers

are assigned to teach in the Rowan County Scnools ·by request of the
principal and by permission of the superintendent.

The student teacher

is to be under the supervision of the regular classroom teacher, the
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building principal, and the participating univer~ity. · With the permission of teachers and the admini~trative personnel, student teachers shall
serve an apprenticeship within the school as a vital part of their
teacher training.
One or two student teachers may be assigned to a c]·assroom
teacher during each semester.

A ·student teacher cannot be. employed by

the local board of education and will have no official authority in the
management and control of a class.

A certified teacher shall supervise

a student teacher while this student is working with a class.

..

Chapter V
SUMMARY, ~ONCLUSIONS, AND RECOMMENDATIONS
Summary
. '

This applied project was an attempt to identify explicit and
implied policies and regulations of the Rowan County Board of Education
in order to develop a pol icy manua.l for the school district.

Written

policies are the chief means by which an accountable school.board governs
the schools.

Regulations are the chief means by which the superintendent

carries out policies.

Effective written pol,icies and regulations help

insure a businesslike operation of the school system by clarifying the
roles and relationships of the board, superin.tendent, and staff.

When

policies are effectively written and·communicated, they are an essential
mechanism of a soundly organized and efficiently operated school system.
For this r.eason, it is necessary to survey, to collect, to
organize, and to analyze data in order to. develop written policies and
regulations.

The development of written policies for the Rowan County

Board of Education involved both extensive research and specialized
educational experiences.
lations were studied.

Sample reference manuals, policies, and regu-

Attendance at the KSBA board policy seminar in

Frankfort, and the NSBA policy management workshop in Washington, DC,
aided in distinguishing between policies and regulations and provided
extensive training in both policy drafting and policy format.
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These activities resulted in the development of written policies
for the Rowan County Board of Education and the development of proper
revision procedures.
Conclusions

..

In order for a school system to function in a businesslike manner,
written policies are necessary.

If well-defined and effectively communi-

cated written policies contribute to more efficient operations in private
enterprise, then why not use the same procedures for public education?
Policymakers in public schools, like their counterparts in business and
industry, should set goals, outline strategies, and implement policies
for their organizations.
Moreover, policy development should be a perpetual process.

A

clearly defined set of written policies_ can help smooth operational
rough spots and put problems in a more rational perspective.

Thus, the

development of a comprehensive policy drafting and revision system gives
a school district a stronger base.

The need to develop new policies

and revise old policies is the result of continuing problems, issues,
and needs of the school system.
With the state mandates for written policy, boards of education
are forced to accept the responsibility of policy development.

In

_searching ERIC Documents of the past seven years, only two research
studies--one in Canada and one in the United States--have been conducted on the development of written policy in the public school
system.

Overal 1, professional literature on the subject is 1 imited.

Hence, this makes the task of pol icy dev·elopment even more difficult.
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However, the researcher believes that there will be an increased emphasis

.

and added interest in the area of policy development.
As a result, the policy development process should be a major
concern of the board of education.

The board'.s manual should also

include major regulations necessary for policy implementation as well as·
certain reference and exhibit documents that relate to policy and regulation.

Regardless of how well planned, or developed, a policy manual

can never be 100 percent up to date.

Therefore, the manual should be

_developed according to a comprehensive system that permits unlimited
expansion and perpetual revision.
Recommenda ti ens
Based on the data in the Rowan County Board of Education Policy
Manual, the fol lowing ·recommendations ar·e presented:
1.

It is recommended that one person be responsible for keeping

the manual and files up to date, coding and disseminating new materials,
providing instructions to all manual holders, and administering the
policy development process in general.
2.

It is recommended that rev is i ens become a process and not a

project and that revisions become constant and perpetual.
3.

It is recommended that updated or revised policies be for-

warded to al 1 manual holders for. immediate page substitution when they
are adopted by the board of education.
4.

It is recommended that manuals be collected annually by a

key person who' is responsible for checking them to determine that
revisions and additions filed during the current academic year have been
properly substituted and inserted into the manual.
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5.

It is recommended that adopting state law as board policy be

avoided as references should be made to state laws and to state regulations,rather than quoting them verbatim.
6.

It is recommended that the official manual be perused by the

board's attorney to avoid any possible legal litigation.
7.

. ·,

It is recommended that a reference library of policies and

procedures be developed from other counties and states.
8.

It is recommended that extra manuals be available for check-

out and for use by interested persons and for loan to other districts.
9.

lt is recommended that an exchange program be initiated to

share policies .and manuals with other school districts.
When drafting policy, the following recommendations are presented:
l.

It is recommended that policies be concise and precise by

using direct straightforward, clear sentences.
2.

It is recommended that poHcy be stated in a positive manner.

3.

It is recommended that the ghost writer develop only one

policy topic in a specific policy statment.
4.

It is recommended that the use of acronyms be avoided in

pol icy writing.
5.

It is recommended that exhibits be coded separately.

6.

It is recommended that procedures be separated from policies.

7.

It is recommended that policy be separated from both admin-

istrative and board regulations.
8.

It is recommended that only approved policy be sta~ed because

justification of the pol icy is unnecessary 'in the pol icy draft.
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The fol lowing recommendations are presented for pol icy format:
I ..

It is recommended that loose-leaf manuals be used.

2.

It is recommended that only one policy, or one regulation,

be typed per page in order to make revisions without changing the entire
manua 1.

.

.

3, · It is recommended that regulations be included in the manual

and color coding be used to distinguish between policy and regulation.
4.

It is recommended that a codification system be adopted that

provides a standard pol icy classification system which permits uni im_ited
expansion.
5.

It is recommended that all manuals be numbered for account-

ing purposes and that the board be responsible for al 1 information in•
the manuals.
6.

It is recommended that each policy be dated and the name of

the school district appear at the end of every policy and every regulation.

7.

It is recommended that an up-to-date distr1bution location

list of a 11 manuals be prepared.

8.

It is recommended that a check-out system be devised for the

loan and for the use of extra manuals.
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APPENDIX
NSBA PROJECT BUDGET CHECKSHEET
Time required for completion of project:

Three to nine months.

St"aff Costs
I.

Project supervisor. The superintendent or other administrative staff member who would devote from 5 percent to
10 percent of his time to the project during its duration.
Salary Cost

$____

2.

Project editor. Full time for three to four months.
A staff member with writing and organizational skills
who would do the research and actual compilation of
the manual.
Salary Cost" $----

3.

Clerical assistant. Approximately 20 percent to 50
percent of his time for duration of project.
Salary Cost

$____

Materials Costs
l.
2.

3.

Supplies: Paper, file folders, duplicating costs for
research materials
Cost

$____

Binders and section dividers: Determine number of
manuals needed. Usually board members, superintendent,
key central office staff, principals, school libraries,
community library, are supplied with copies.
Cost

$____

Printing: Base estimate on probable number of pages in
final manual times number of copies. Include paper,
photocopying costs, and time costs for employees who
photocopy and collate manuals if done in house.
Cost

$____

Miscellaneous Costs
1.

Purchase of codification system (if applicable)

$____

2.

Legal fees (if attorney is asked to review the manual)

$____

TOTAL ESTIMATED COST

$_ __

NOTE: The total estimated cost might be checked against cost of having
manual compiled and produced by an outside consultant.

